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Report of the Strategic Director of Children’s Services 
to the meeting of the Executive to be held on 2 February 
2021

Subject:  DF
Determination of Primary and Secondary Admission Arrangements

Summary statement:

This report asks the Executive to determine the admission arrangements for 
September 2022/23 including:

 Approving the Admission Arrangements for Community and Voluntary Controlled 
Schools.

 Approving the Co-ordinated Admission Schemes for Annual and In-Year 
Admissions.

 Noting the ‘own admission authority schools’ proposing changes to their admission 
policies.

 Noting Published Admission Numbers.

Mark Douglas
Strategic Director, Children’s Services

Portfolio:  

Education, Employment and Skills

Report Contact:  Marium Haque
Deputy Director, Children’s Services
Phone: (01274) 431078
E-mail: Marium.Haque@bradford.gov.uk

 Overview & Scrutiny Area: 

Children’s Services



1. SUMMARY

This report asks the Executive to determine the admission arrangements for 
September 2022/23 including:

 Approving the Admission Arrangements for Community and Voluntary Controlled 
Schools.

 Approving the Co-ordinated Admission Schemes for Annual and In-Year 
admissions.

 Noting the ‘own admission authority schools’ proposing changes to their admission 
policies.

 Noting Published Admission Numbers. 

BACKGROUND
2.1 Admission Arrangements:

2.1.1 All schools must have admission arrangements that clearly set out how children will 
be admitted, including the criteria that will be applied if there are more applications 
than places available. Admission arrangements are determined by Admission 
Authorities.

2.1.2 The Local Authority is the admission authority for community and voluntary 
controlled schools in the area. As such, the Local Authority is required to determine 
admission arrangements for the schools by complying with the relevant statutory 
procedures. Voluntary Aided, Foundation Schools and Academies are responsible 
for determining their own admission arrangements. 

2.1.3 When changes are proposed to admission arrangements, all admission authorities 
must consult on the admission arrangements that will apply for admission 
applications in the following academic year. If no changes are made to admission 
arrangements, they must be consulted on at least every 7 years. For admission 
arrangements for entry in September 2022, 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. All admission authorities must determine 
admission arrangements every year even if they have not changed from the 
previous year and consultation has not been required. Admission authorities must 
determine admission arrangements for entry in 2022/23 by 28 February every year.

2.1.4 There are no proposed changes to the admission arrangements for community and 
voluntary controlled schools with the exception of decreasing the PAN of Lidget 
Green (from 90 to 60) which is being dealt with through consultation and a separate 
Executive report in March 2021.

2.1.5 The admission arrangements for community and voluntary controlled primary 
schools for 2022/23 are shown in Appendix A. Appendix B shows the admission 
arrangements for community secondary schools for 2022/23. 

2.1.6 The co-ordinated Admissions Scheme for primary schools, secondary schools and 
in-year admissions can be found in Appendix C, D and E. The only changes from 
the 2021/22 scheme are the dates for 2022/23.



2.1.7 Published Admission Numbers (PANs) for Primary and Secondary Schools for entry 
in September 2022 are shown in Appendix F.

3. OTHER CONSIDERATIONS

3.1 Own admission authority schools

A number of own admission authority schools have consulted on changes to their 
admission policies. Details can be found on individual school websites and will be 
published on the Bradford Council website in the Autumn term:

Progressing
Trinity All Saints PAN reduction 60 to 30 from 1 September 2022
BDAT - Westminster CE PAN reduction 90 to 60 from 1 September 2022 
BDAT - The Acad @ St James PAN reduction 60 to 45 from 1 September 2022 
Focus MAT– Thornton PAN reduction 90 to 60 from 1 September 2022 
Focus MAT - Wilsden PAN reduction 60 to 30 from 1 September 2022 
Carlton MAT– UAK PAN reduction 180 to 150 from 1 September 2022 
Carlton MAT - Carlton Bolling Admission Arrangements to include Thorpe and 

Marshfield as feeders
Ilkley Grammar                           Adjustment to PA 2 to include ‘missing parts’ of Menston

Not Progressing
BDAT- Bradford Forster PAN reduction 210 to 180 from 1 September 2022

Own admission authorities must also consult with other admission authorities including the 
Local Authority.  Where the Local Authority does not support the changes outlined in the 
individual consultations we will formally feedback to the school/academy or MAT the Local 
Authorities position. In the case of PAN reductions, we do not support any reductions that 
would interfere with the Local Authorities statutory duty to ensure sufficient school places. 
This is based on the projected numbers for basic need which ensures we have sufficient 
schools places to offer places to every Reception and Yr7 child due in school in 
September 2022, enabling us to meet our statutory duty, as reported to the DfE in the 
SCAP return.
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4. FINANCIAL & RESOURCE APPRAISAL

4.1 Schools receive funding through the Fair Funding Formula which allocates funding 
to schools based on the number of pupils attending the school. 

5. RISK MANAGEMENT AND GOVERNANCE ISSUES

There are no identified risks.

6. LEGAL APPRAISAL

6.1 The Local Authority is the admission authority for community and voluntary
controlled schools in the area, and is required to determine arrangements for those
schools by complying with the relevant statutory procedures. Voluntary aided,
foundation, trust schools and academies are responsible for determining their own
admission arrangements.

6.2 The School Standards and Framework Act 1998, and associated regulations,
required admission authorities to determine the admission arrangements on an
annual basis, including the admission criteria that will be used if a school is
oversubscribed, for the schools for which they are responsible.

6.3 In accordance with the School Admissions Code 2014, when changes are proposed
to admission arrangements for entry in September 2022, all admissions authorities
must consult on those arrangements. 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. Own admission authorities must also 
consult with other admission authorities including the local authority If no changes 
are made to admission arrangements, they must be consulted on at least once 
every seven years.

6.4 All admission authorities must determine their admission arrangements even if there 
have been no changes and no consultation has taken place. Admission
Authorities must determine their admission arrangements for entry in September
2022 by 28 February 2021. Once admission authorities have determined their
admission arrangements, they must notify the appropriate bodies and must publish
a copy of the determined arrangements on their website displaying them for the
whole school year in which offers for places are made.

6.5 Admission Authorities must set a PAN for each ‘relevant age group’ when 
determining their admission arrangements.

6.6 Own admission authorities are not required to consult on their Published Admission
Numbers (PAN) where they propose to either increase or keep the same PAN. For
a community or voluntary controlled school the Local Authority (as admissions
authority) must consult at least the governing body of the school where it proposes
to either increase or keep the same PAN. All admission authorities must consult
where they propose a decrease to the PAN. Own admission authorities must notify
the Local Authority of their intention to increase the school’s PAN and refer to the
change on the school’s website.

6.7  Each year all local authorities must formulate and publish on their website a



scheme by 1 January in the relevant determination year to co-ordinate admission
arrangements for all publicly funded schools within their area. Where the scheme is
substantially different from the scheme adopted for the previous academic year, the
local authority must consult the other admission authorities in the area and any
other local authorities it determines. Where the scheme has not changed from the
previous year there is no requirement to consult, subject to the requirement that the
local authority must consult on the scheme at least once every seven years even if
there have been no changes in that period. There is no requirement for local
authorities to co-ordinate in-year applications but they must provide information in
the composite prospectus on how in-year applications can be made and will be
dealt with.

6.8 Under section 14 of the Education Act 1996, the Local Authority has a statutory
duty to provide sufficient school places for all pupils in its area.

7. OTHER IMPLICATIONS

7.1 EQUALITY & DIVERSITY

Admission arrangements must not discriminate directly or indirectly against any 
group or individual.

7.2 SUSTAINABILITY IMPLICATIONS

There are no sustainability implications

7.3 GREENHOUSE GAS EMISSIONS IMPACTS

The proposals would not impact on greenhouse gas emissions.

7.4 COMMUNITY SAFETY IMPLICATIONS

There are no community safety implications from this report.

7.5 HUMAN RIGHTS ACT

There are no direct Human Rights implications arising from this report. 

7.6 TRADE UNION

No implications for Trade Unions. 

7.7 WARD IMPLICATIONS

No implications for Ward Councillors.

7.8 AREA COMMITTEE ACTION PLAN IMPLICATIONS
(for reports to Area Committees only)

N/A



7.9 IMPLICATIONS FOR CORPORATE PARENTING

No implications for corporate parenting.

7.10 ISSUES ARISING FROM PRIVACY IMPACT ASSESMENT

General Data Protection Regulation principles relating to individuals’ data and rights 
under the Data Protection Act 2018 will be respected. 

8. NOT FOR PUBLICATION DOCUMENTS

None

9. OPTIONS

In accordance with the statutory School Admissions Code of Practice:

9.1 To approve the Primary and Secondary Admission Arrangements

9.2 To approve the Primary and Secondary Co-ordinated Admissions Scheme

9.3 To approve the In-Year Co-ordinated Admissions Scheme

10. RECOMMENDATIONS

10.1 That the Executive approve the Primary and Secondary Admission Arrangements.

10.2 That the Executive approve the Primary and Secondary Co-ordinated Admissions 
Scheme.

10.3 That the Executive approve the In-Year Co-ordinated Admissions Scheme.

10.4 That the Executive note the proposed changes to the admission arrangements for 
own admission schools listed in 3.1 

10.5 That the Executive note the Published Admission Numbers contained in Appendix 
F.

11. APPENDICES

Appendix A: Admission Arrangements for Community and Voluntary Controlled Primary 
Schools

Appendix B: Admission Arrangements for Community Secondary Schools
Appendix C: Co-ordinated admission scheme for primary schools 2022/23
Appendix D: Co-ordinated admission scheme for secondary schools 2022/23
Appendix E: In-Year co-ordinated admissions scheme for 2022/23
Appendix F: School Published Admission Numbers (PANs)

12. BACKGROUND DOCUMENTS

School Admissions Code 2014



Appendix A
Admission Arrangements for

Community and Voluntary-Controlled Primary Schools
2022/2023

ENTITLEMENT
All three and four year olds are entitled to a free early education place before they reach 
statutory school age (the beginning of the school term immediately following the child’s 
fifth birthday). Some two year olds are also entitled to free education if they meet the 
entitlement criteria.

Children are admitted into Reception in the September following their fourth birthday. 
Parents can request that the date their child is admitted to the school is deferred until later 
in the school year or until the term in which the child reaches compulsory school age. 
Parents can request that their child takes up the place part-time until the child reaches 
compulsory school age. The admission criteria will apply to all children seeking a school 
place, whatever their term of entry.  The place offered will be reserved on condition that it 
is taken up within the same school year. 

Admissions of summer born children may be deferred to the following September but in 
those cases children may be offered a place to enter Year 1 unless an application has 
been made and agreed by the LA or the admitting authority in advance. The Local 
Authority will consider any application for a deferred entry into Reception of summer born 
children for the September following their fifth birthday. Such requests will be considered in 
accordance with the Local Authority’s ‘Guidance on the admission of summer born 
children’ and DfE Advice.

Children attending a school’s nursery are not guaranteed a place in the reception class 
and a separate application must be made. 

PUPILS WITH AN EDUCATION, HEALTH AND CARE PLAN
The admission of pupils with an Education, Health and Care Plan (EHCP) is dealt with by 
a separate procedure.  Such children are dealt with through a separate legislative process 
and without reference to the oversubscription criteria below. Children who have an EHCP 
which names a specific school, will be admitted to that school. 

TIE BREAK
When demand exceeds places in any of the following policies, the distance between the 
child’s home and school, measured by a straight line distance from the Ordnance Survey 
address point of the home to the main entrance to the school building, will be used to 
decide who is given a place; those living nearest being given the available places. Where 
the offer of places to applicants with equi-distant addresses would lead to 
oversubscription, the decision of who will be offered the place will be made by random 
selection.

MULTIPLE BIRTHS
Where a parents of multiple births (twins, triplets etc) request admission and only one of 
the siblings can be offered a place, the remaining siblings will also be offered places above 
the admission number.

ADMISSION POLICIES



A)       Schools with Priority Admission Areas 
The following schools have priority admission areas; maps of these areas can be viewed 
at the respective schools or on the Bradford Council website: 

Addingham, Ben Rhydding, Cottingley Village, Eldwick, Long Lee Primary Schools. 

Where the number of preferences for a school exceeds the number of places available, 
priority will be given to children in the following categories:

1. Looked after children or children who were previously looked after but ceased to be 
so because they were adopted or became subject to a child arrangements or special 
guardianship order (see Note 1)

2. Children who were Previously Looked After Children outside of England and Wales 
who were adopted (see Note 2)

3.  Children who have exceptional social or medical needs, supported by a written 
recommendation from the child’s paediatrician/consultant or professional from 
Children’s Services. The letter must explain why the school is the only suitable 
school to meet the child’s needs and why no other school could provide the 
appropriate support for the child. 

4. Children who have a brother or sister, living at the same address and who will still be 
attending the school at the time of admission. (see Note 3)

5. Children whose home address is within the school’s priority admission area*. (see 
Note 4)

6. All other children.

* For Cottingley Village and Eldwick primary schools, criterion 5 above will apply first for 
the whole of priority area one and then for the whole of priority area two; if there are 
remaining unallocated places, criterion 6 will then be applied.

B) All other community schools and All Saints CE Primary School Bradford)
 
Where the number of preferences for a school exceeds the number of places available, 
priority will be given to children in the following categories:

1 Looked after children or children who were previously looked after but ceased to be 
so because they were adopted or became subject to a child arrangements or special 
guardianship order (see Note 1). 

2 Children who were Previously Looked After Children outside of England and Wales 
who were adopted (see Note 2)

3 Children who have exceptional social or medical needs, supported by a written 
recommendation from the child’s paediatrician/consultant or professional from 
Children’s Services. The letter must explain why the school is the only suitable school 
to meet the child’s needs and why no other school could provide the appropriate 



support for the child.

4  Sisters and brothers of children living at the same address, who are at present on roll 
at the school, and will still be attending the school at the time of admission (see Note 
3).

5     All other children.

C)    Bowling Park Primary School (Community School)

Application Procedure
Bowling Park Primary School operates on two sites: 60 places at the New Cross Street 
site and 30 places at the Usher Street site. Parents must indicate which site they are 
applying for by naming the site on the online  common application form by using the 
‘Notes’ available on the online system. Where the number of preferences for either site 
exceeds the number of places available at that site, the oversubscription criteria below will 
first be applied in relation to that site to determine which applicants for that site will be 
offered places. In the event of a place not being offered at the preferred site, the 
oversubscription criteria will then be applied in relation to the other site if both sites are 
preferenced on the online common application form in the ‘Notes’.

Oversubscription Criteria

1 Looked after children or children who were previously looked after but ceased to be 
so because they were adopted or became subject to a child arrangements or 
special guardianship order (see Note 1).

2 Children who were Previously Looked After Children outside of England and Wales 
who were adopted (see Note 2)

3 Children who have exceptional social or medical needs, supported by a written 
recommendation from the child’s paediatrician/consultant or professional from 
Children’s Services. The letter must explain why the school is the only suitable 
school to meet the child’s needs and why no other school could provide the 
appropriate support for the child.

4 Sisters and brothers of children living at the same address, who are at present on 
roll at the school, and will still be attending that at the time of admission (see Note 
3).

5 All other children.

Late and refused applications and in-year admissions
Late or refused applicants and applicants for any other year group that is full, may be 
placed on a waiting list for Bowling Park School, at parent’s request.  The oversubscription 
criteria above will be used to determine who will be given an available place at either site.  
In some circumstances, this may result in places being offered to siblings at different sites. 
In those circumstances, parents can request that their child be moved to the preferred site 
at a later stage if a place becomes available.



Appeals
Where a place cannot be offered at either site, parents have the right to appeal for a place 
at Bowling Park Primary School to the Independent Appeals Panel.  Parents do not have 
the right to appeal for place at a particular site. Where a place at the school is granted on 
appeal, the headteacher will decide at which site the pupil will be placed.  Every effort will 
be made to place siblings at the same site.

D) Voluntary-Controlled Church of England schools

The admission criteria below apply for the following schools: 

Burley & Woodhead CE St Matthew’s CE
Low Moor CE  
St Luke’s CE  

Where the number of preferences for a school exceeds the number of places available, 
priority will be given to children in the following categories:

1. Looked after children or children who were previously looked after but ceased to be 
so because they were adopted or became subject to a child arrangements or 
special guardianship order (see Note 1).

2. Children who were Previously Looked After Children outside of England and Wales 
who were adopted (see Note 2)

3. Children who have exceptional social or medical needs, supported by a written 
recommendation from the child’s paediatrician/consultant or professional from 
Children’s Services. The letter must explain why the school is the only suitable 
school to meet the child’s needs and why no other school could provide the 
appropriate support for the child.

4. Sisters and brothers of children living at the same address who are at present on 
roll at the school and will still be attending the school at the time of admission (see 
Note 3).

5. Children of parents who are members of the Church of England or other Christian 
denominations for whom the preferred school is the nearest Church of England 
school to the home address (see * below and note 5).

6. All other children.

* For admission under criterion 5, parents will be asked to demonstrate membership of the 
appropriate Christian denomination by submitting with their application, a letter from their 
minister or other church leader confirming the parents’ regular and frequent attendance at 
church. 

In the event that during the period specified for attendance at worship the church [or, in relation to those of 
other faiths, relevant place of worship] has been closed for public worship and has not provided alternative 
premises for that worship, the requirements of these [admissions] arrangements in relation to attendance will 
only apply to the period when the church [or in relation to those of other faiths, relevant place of worship] or 
alternative premises have been available for public worship.  



E)  All Saints CE Primary School (Ilkley) - Voluntary-Controlled 

Where the number of preferences for the school exceeds the number of places available, 
priority will be given to children in the following categories:

1. Looked after children or children who were previously looked after but ceased to 
be so because they were adopted or became subject to a child arrangements or 
special guardianship order (see Note 1)

2. Children who were Previously Looked After Children outside of England and 
Wales who were adopted (see Note 2)

3. Siblings of children resident at the same address who are at present on roll at 
the school and who will still be attending the school at the time of admission.

4. Up to 50% of the remaining places will be allocated to the children of parents 
who are practicing members of the Church of England or other Christian 
denominations for whom All Saints’ C of E Primary School Ilkley is the nearest 
Church of England school to the home address in the following priority order. 
(see * below  and Note 5)

a. Weekly Worship
b. Fortnightly Worship
c. Monthly Worship

5. All other children.

* In order to meet this criterion, parents will be required to complete a Supplementary 
Information Form (SIF), signed by their Vicar or Church Leader, confirming their 
attendance at the church over the last two years. This requires the personal involvement of 
the family, including the child for whom the application is made, in the worship and life of a 
Church of England Church, or that of any member of the Churches Together in Britain and 
Ireland, or any other recognised Trinitarian Church.  Priority will be given on the basis of 
how frequent attendance at worship.

In the event that during the period specified for attendance at worship the church [or, in relation to those of 
other faiths, relevant place of worship] has been closed for public worship and has not provided alternative 
premises for that worship, the requirements of these [admissions] arrangements in relation to attendance will 
only apply to the period when the church [or in relation to those of other faiths, relevant place of worship] or 
alternative premises have been available for public worship.  

NOTES

1. A ‘looked after child’ is a child who is in the care of the local authority, or being 
provided with accommodation by a local authority in the exercise of their social 
services functions. A previously  ‘looked after child’ who is no longer looked after, 
in England and Wales, because he/she is the subject of an adoption, special 
guardianship or child arrangements order which includes arrangements relating to 
with whom the child is to live.



2. A ‘previously looked after child’ who has been in ‘state care’ outside of England 
and Wales, accommodated by a public authority, a religious organisation or any 
other organisation the sole or main purpose of which is to benefit society and 
legally adopted.

3. The terms “siblings” refers to children who live with the same family at the same 
address. Children living with the same family e.g. foster children and step-sisters 
and brothers are also included. Cousins are not siblings.

4. ‘Home address’ refers to the child’s permanent home at the date of admission.  
Where the child lives with split parents who have shared responsibility, it is for the 
parents to determine which address to use when applying for a primary school. 
Proof of residency may be required at any time during or after the allocation 
process.

5. “Nearest Church of England School” is measured by a straight line distance from 
the main entrance of the home to the main entrance of the nearest Church of 
England primary school, including those in other local authorities.



Appendix B
Admission Arrangements for

Secondary Community Schools 2022/2023

Pupils with an Education, Health and Care Plan
The admission of pupils with an Education, Health and Care Plan is dealt with by a 
separate procedure.  Such children will be admitted to the named school named without 
reference to the oversubscription criteria below.

Tie Break
When demand exceeds places in any of the following criteria, the distance between the 
child’s home and school, measured by a straight line distance from the Ordnance Survey 
address point of the home to the main entrance to the school building, will be used to 
decide who is given a place; those living nearest being given the available places. Where 
the offer of places to applicants with equi-distant addresses would lead to 
oversubscription, the decision of who will be offered the place will be made by random 
selection. This will be by the drawing of lots by a Local Authority officer.

Multiple Births
Where a family of multiple births (twins, triplets etc.) request admission and only one of the 
siblings can be offered a place, the remaining siblings will also be offered places above the 
admission number.

Oversubscription Criteria
Where the number of preferences for a school exceeds the number of places available, 
priority will be given to children in the following categories:

1. Looked after children or children who were previously looked after but ceased to be 
so because they were adopted or became subject to a child arrangements or special 
guardianship order (see Note 1).

2. Children who were Previously Looked After Children outside of England and Wales 
who were adopted (see Note 2)

3.  Children who have exceptional social or medical needs, supported by a written 
recommendation from the child’s paediatrician/consultant or professional from 
Children’s Services. The letter must explain why the school is the only suitable 
school to meet the child’s needs and why no other school could provide the 
appropriate support.

4. Children whose home address in the school’s priority admission area who have a 
brother or sister, attending from the same address, who are at present in years 7 – 
10 and who will still be attending the school at the time of admission. (See Note 3).

5. Other children whose home address is in the school’s priority admission area (see 
Note 4).

6. Children whose home address is outside the school’s priority admission area who 
have a brother or sister, attending from the same address, who are at present in 
years 7 – 10 and who will still be attending the school at the time of admission.



7. All other children (see Note 3).

NOTES

1. A ‘looked after child’ is a child who is in the care of the local authority, or being 
provided with accommodation by a local authority in the exercise of their social 
services functions. A previously  ‘looked after child’ who is no longer looked after, in 
England and Wales, because he/she is the subject of an adoption, special 
guardianship or child arrangements order which includes arrangements relating to 
with whom the child is to live.

2. A ‘previously looked after child’ who has been in ‘state care’ outside of England and 
Wales, accommodated by a public authority, a religious organisation or any other 
organisation the sole or main purpose of which is to benefit society and legally 
adopted.

3. The term ‘sisters’ and ‘brothers’ refers to children who live with the same family at 
the same address. Children living with the same family e.g. foster, adopted children 
and step-sisters and brothers are also included, cousins are not siblings.

4. ‘Home address’ refers to the child’s permanent home at the date of admission.  
Where the child lives with split parents who have shared responsibility, it is for the 
parents to determine which address to use when applying for a secondary school. 
Proof of residency may be required at any time during or after the allocation 
process.



Appendix C

Co-ordinated Admission
Scheme for the Bradford Metropolitan District 

Area

For applications made during the normal admissions 
round 

for Primary Schools
2022-2023



1. INTRODUCTION

This scheme has been prepared in accordance with The Schools Standards and Framework 
Act 1998 as amended by the Education Act 2002 and the School Admissions (Co-ordination of 
Admission Arrangements) Regulations 2007 (as amended).  The regulations state that all local 
authorities (LAs) must draw up a scheme which co-ordinates admission arrangements covering 
all maintained primary schools (but not special schools) in its area. 

The co-ordinated scheme is designed to ensure that every parent of a pupil living in the 
Bradford district, who has applied for a primary school place during the normal admission 
round, receives an offer of one school place on the same day.  All preferences must be 
expressed by an online application via their local authority website or in exceptional 
circumstances on a ‘paper’ form and the offer of a place is the responsibility of the ‘home LA’. 

Each LA is required to exchange information on preferences for a school outside the LA in 
which the pupil lives, with the ‘home’ authority.  Bradford will co-ordinate with its neighbouring 
authorities: Kirklees, North Yorkshire, Calderdale and Leeds. There is an agreed timetable 
between the neighbouring authorities and own admission authority schools and academies 
within the Bradford Metropolitan District. The scheme requires that all primary school 
allocations must be communicated to parents on the national offer date which is 16 April (or the 
next working day) each year.

2.    APPLYING FOR A SCHOOL PLACE

a) All Bradford Metropolitan District Council (BMDC) residents must apply for any primary school 
maintained by BMDC, or any infant, primary or junior school in any other local authority on the 
common application form  (CAF) by using the online application system via the Bradford 
Council website, www.bradford.gov.uk. Paper forms will only be available in exceptional 
circumstances from the Admissions Team, Margaret McMillan Tower, Princes Road Bradford 
BD1 1NN from mid-November.  Parents of children resident within the Bradford district but 
attending a nursery school within another authority or attending any private pre-school setting 
will be sent an Admissions booklet by post (based on data provided from various sources), 
however it remains the parents’ legal responsibility to ensure they apply online and on time, 
regardless of whether they receive any information from the Local Authority. 

 . 

b) Any parents applying for a church aided school or academy, for faith reasons, will need to fill in 
a supplementary information form (SIF) in addition to completing the CAF online. This form 
is only to be used where additional information is required in order for the governing body to 
apply their admission criteria, i.e. faith grounds. Copies of SIFs are available from individual 
schools. The completed SIFs must be returned by the specified closing date to the relevant 
school.  If a CAF has been completed but not a SIF, the preference is still valid and must be 
considered. Applicants who have not completed a SIF or who have done so but not provided 
the required evidence of their faith, would be ranked lower than those that have provided 
evidence of their faith. An application cannot be considered without a completed CAF.

c) Dixons Music Primary require parents applying for one of the six music places to complete their 
SIF which must be returned to the school by their specified closing date (see their admission 
policy).

d)   For pupil’s resident in another LA, parents must use the online CAF or complete a paper CAF 
through their home LA.

e)   The closing date for all applications is 15 January.

http://www.bradford.gov.uk/


f)   It is the responsibility of each pre-school setting to distribute admissions information to parents 
of children attending their nursery.  Primary schools should also contact any parent who has 
expressed an interest in a reception place, whose child is not attending the nursery, informing 
them that information is available from school, is on the Bradford Council website and is also 
available from the Admissions Team.

g)   All early years’ providers must ensure that a child starting their nursery during the school year 
is given a booklet and advised to complete an online application. Parents applying after the 
closing date or due to an offset request the previous year can only apply on a paper CAF and 
cannot apply online.  All paper CAFs and late applications must be forwarded to the 
Admissions Team as soon as possible. 

3.    PROCEDURE

Stage 1

a) Week beginning 15 November 2021, summary information for parents in the form of a booklet 
will be available to parents of nursery children and will be distributed to all Bradford LA nursery, 
primary schools and early years’ settings. Parents will be required to apply online except in 
exceptional circumstances when a paper form will be available through the Admissions Team. 
It is the school or nursery’s responsibility to ensure that the booklets are given to all relevant 
aged pupils in their nursery. Full details of the admissions process and arrangements are in the 
'Guide for Parents' which is available on the Bradford Council website.

b) Parents may apply for up to five primary schools and must apply online or return the CAF to 
their child’s primary school, to their first preference school or to the Admissions Team by 15 
January. 

c) Parents are required to return the completed SIFs to the relevant school by 15 January at the 
latest or by the closing date outlined in the individual school’s admissions policy (e.g. 
Dixons Music Academy’s).

d)   Any supporting evidence for an application regarding looked after or formerly looked after 
children or from relevant professionals for children applying under social or medical needs 
must be sent to the Admissions Team by the 15 January. 

Stage 2                       
                                           
a)   By Friday 11 February 2022, the Admissions Team will forward preferences for schools within 

other LAs. Other LAs will send the Admissions Team preferences made by parents’ resident in 
their LA for a Bradford school. These details will be sent via the secure data transfer website. 

b) By Friday 18 February 2022, the Admissions Team will forward preferences (including those 
from out-of-authority pupils) to own admission authority schools for them to apply their 
admission criteria. The order of preference will not be included as this is not relevant when 
schools are applying their admission criteria. These details will be uploaded on to Bradford 
Schools Online for schools to view.

c) By Friday 4 March 2022, each admission authority school will apply its own admission criteria 
and return to the Admissions Team a list of all applicants, in rank order, in accordance with the 
admission criteria. The information can be sent via the secure data transfer website or by email 
if password protected. 



Stage 3           

a) By Friday 11 March 2022, in the first cycle of exchange of information, the Admissions Team 
will have:

 notified other LAs whether a place can be offered in a Bradford school to applicant’s 
resident in their LA;

 received information from other LAs regarding offers of places to a Bradford resident;
 made provisional decisions based on information from other admission authorities and 

the ranked order of schools applied for. Where a child is eligible for a place at more 
than one school, they will be offered the one ranked higher on the application form.

b) By Friday 25 March 2022, in the final exchange of offers with other LAs, places will be 
allocated for all Bradford district pupils, including those not given any of their preferred schools.

c) By Thursday 14 April 2022, pupil allocation lists will be available on Bradford Schools Online 
for primary schools to view. 

d)  On Tuesday 19 April 2022 parents who applied online will receive emails confirming their 
allocated school.  All other applicants will receive a letter after 19th April via Royal Mail. This 
replaces the 16 April, National Offer Day, due to Easter Bank Holidays. Where the 
allocated school is not the highest ranked school, the email/letter will explain the reasons why. 
The email/letter will also inform parents about the waiting lists and their statutory rights of 
appeal against the decisions to refuse places at their preferred schools.

e) By Tuesday 3 May 2022, parents must accept the place offered by completing and returning 
an acceptance slip to the allocated school. Waiting list forms must be returned to the 
Admissions Team by the same date.

f)    Monday 23 May 2022, deadline by which parents should return appeal forms. 

g) Appeals received by the deadline date will be heard within 40 school days during June and 
July and by 25 July 2022 at the latest, in accordance with the School Appeals Code of 
Practice  

4.    LATE APPLICATIONS AND CHANGES OF PREFERENCE

Where circumstances justify (exceptional circumstances supported by proof and agreed by   
two senior officers and/or school staff) and we are at a point in the process where this is 
possible a late application, will be considered as ‘received on time’ and dealt with as those 
received by the deadline.  If any of the preferenced schools are for own admissions authorities 
and other LA’s they will make the decision as to whether they are accepted as on time. Any 
form received by primary schools after the deadline should be date stamped and returned to 
the Admissions Team as soon as possible.  Once parents have made their five preferences, 
they cannot be changed without an exceptional reason/ change in circumstances for doing so, 
for example if the family has recently moved address and the preferences are no longer ‘local’. 

After allocations have been completed, an unsuccessful application or dissatisfaction with the 
allocated school will not be considered reasons to allow further applications to be made during 
the ‘normal admissions round’, i.e. until 31 August each year. However, parents may submit a 
late application for an under-subscribed school or where a parent has applied for less than five 
schools, late applications up to a total of five preferences will be accepted.



5.    WHERE PREFERENCES CANNOT BE MET

In the event that an offer cannot be made for any of the preferences expressed by a parent 
resident in the Bradford LA area, a place will be allocated to their child at another school with 
places available.  This may include church schools or a single-sex school. The Admissions 
Team consider which is the most appropriate alternative school taking into consideration all 
children without a school place, where applicants live, schools with available places and 
available bus routes (if applicable). 

6. WAITING LISTS

Parents can request that their child is placed on the waiting list for any of the schools for which 
they have applied. 

A vacancy occurs when the allocated number falls below the Published Admission Number 
(PAN) for that school. Places will be allocated from the waiting list in accordance with the 
admission criteria and not when a name is entered on the list.  It is possible for names to fall 
down the list if other names are added from later applicants who rank higher on the admission 
criteria.  

Community and Voluntary Controlled schools
The Admissions Team will maintain waiting lists for all community and voluntary-controlled 
schools until the end of the 2022-2023 academic year. 

      Voluntary-aided, Foundation, Free, Trust schools and Academies
The School Admissions Code states that waiting lists must be maintained at least until the end 
of the Autumn term (December). If there is pupil movement after allocations have been made 
and voluntary-aided, foundation, free schools and academies are able to offer additional 
places, they must inform the Admissions Team. It is for each admission authority to determine 
whether they will maintain waiting lists beyond the Autumn term. 

By agreement, the Admissions Team will maintain waiting lists for voluntary-aided, foundation, 
free, trust schools or academies, if requested to do so.

7. RIGHT OF APPEAL

a) Any parent whose child has been refused a place at any of the schools applied for, has the 
right to appeal against that decision to an independent appeal panel. Parents cannot appeal for 
schools for which no application has been made or for changes of preferences that have not 
been permitted.

b) A parent who applies late and is refused their preferred school has the right of appeal.  Whilst 
we will endeavour to process all appeals as soon as possible, applications and/or appeals 
received after the relevant deadline dates may not be heard until after the start of the academic 
year.

c) Repeat appeals will not be considered for the same school within the same academic year 
unless there has been a significant change in circumstances such as a house move.  Repeat 
appeals are authorised by senior officers within the Admissions Team or the relevant governing 
body (for own admission authority schools).  

8.   IN-YEAR APPLICATIONS AND TRANSFERS

a)   ‘In-year applications’ are defined as applications for admission to Reception which are 



submitted on or after the first day of the school year of admission, or applications for any other 
year group.

b)   A separate co-ordinated scheme for in-year admissions sets out this process, however all 
Catholic schools and some Church of England VA schools deal with their own in-year 
applications.

c)   Parents who wish their children to go to a different school once he or she has started should 
discuss this with the child’s current headteacher. Transfers can only normally take place at the 
start of a full term, unless there are special reasons.  

9. FAIR ACCESS PROTOCOL 

      Each LA must have a Fair Access Protocol, agreed with the majority of schools in its area to 
ensure that outside the normal admissions round, unplaced children, especially the most 
vulnerable, are offered a place at a suitable school as quickly as possible. The Fair Access 
Protocol also ensures that all schools admit their ‘fair share’ of children with challenging 
behaviour and who are vulnerable. In these circumstances, all schools may admit above their 
PAN but must not breach class size unless it is an excepted pupil, as outlined in the Code. The 
operation of the Fair Access Protocol is outside the arrangements of co-ordination and is 
triggered when a parent of an eligible child has not secured a school place under normal in-
year admission procedures, even following the outcome of an appeal. The protocol can be 
viewed on the Bradford Council website. 



PRIMARY SCHOOL ADMISSIONS TIMETABLE 2022-2023
Application process opens

Monday 15 November 2021

Closing date or applications
15 January 2022

Details of applications sent to other local authorities
By Friday 11 February 2022

Details of applications for Bradford district VA, foundation, free, trust schools and academies sent to 
relevant schools

By Friday 18 February 2022

VA, foundation, free, trust schools and academies to provide the Admissions Team with ranked lists of 
offers

By Friday 4 March 2022

First cycle of exchange of potential offers with other local authorities 
By Friday 11 March 2022

Final exchange of provisional allocations with other local authorities
By Friday 25 March 2022

List of allocated pupils available on BSO (confidential until national offer day, 19 April) 
By Thursday 14 April 2022

Online applicants receive an email confirming allocated school 
 19 April National Offer Day due to Easter Bank holidays

Paper applicants are sent an allocation letter via Royal Mail
19 April 2022

Deadline for return of acceptance slips/ waiting list forms
 3 May 2022

Closing date for return of appeal forms
Monday 23 May 2022

Appeal hearings take place between June and July 2022

Waiting lists are closed for most schools
31 July 2023



Appendix D

Co-ordinated Admission
Scheme for the Bradford Metropolitan District 

Area

For applications made during the normal admissions 
round 

for Secondary Schools
2022-2023



1. INTRODUCTION

This scheme has been prepared in accordance with The Schools Standards and Framework 
Act 1998 as amended by the Education Act 2002 and the School Admissions (Co-ordination of 
Admission Arrangements) Regulations 2007 (as amended).  The regulations state that all Local 
Authorities (LA’s) must draw up a scheme which co-ordinates admission arrangements 
covering all maintained secondary schools (but not special schools) in its area. 

The co-ordinated scheme is designed to ensure that every parent of a pupil living in the 
Bradford district, who has applied for a secondary school place during the normal admission 
round, receives an offer of one school place on the same day.  All preferences must be made 
by an online application via their local authority website or on a paper common application form 
and the offer of a place is the responsibility of the ‘home LA’. 

Each LA is required to exchange information on preferences for a school outside the LA in 
which the pupil lives, with the ‘home’ authority.  Bradford will co-ordinate with its neighbouring 
authorities: Kirklees, North Yorkshire, Calderdale and Leeds. There is an agreed timetable 
between the neighbouring authorities and own admission authority schools and academies 
within the Bradford Metropolitan District. The scheme requires that all secondary school 
allocations must be communicated to parents on the national offer date which is 1 March (or 
the next working day).

The scheme does not apply to special schools or sixth form applications.

Wherever the phrase ‘common application form’ (CAF) is used, this refers to the online 
application system www.bradford.gov.uk/admissions . A paper version is available from the LA 
but only for those who can demonstrate an inability to use the online system. Parents are able 
to use computers in public Local Authority buildings e.g. libraries or make an appointment with 
officers from the Admissions Team for assistance.

2.    APPLYING FOR A SCHOOL PLACE

a) All Bradford Metropolitan District Council (BMDC) residents must apply for any secondary 
school maintained by BMDC or by any other LA on a CAF. Parents should apply online via the 
Bradford Council website, www.bradford.gov.uk. Paper forms are available from the 
Admissions Team, Margaret McMillan Tower, Princes Way, Bradford BD1 1NN.  Parents of 
pupil’s resident within the Bradford district but attending a primary school within another 
authority will be sent an admissions booklet by post (based on data provided by other LA’s). 

b) Any parents applying for a school or academy, for faith reasons or that require fair banding 
assessments; will need to fill in supplementary information forms (SIF’s) in addition to 
completing the common application form. Supplementary information forms are only to be used 
where additional information is required in order for the governing body to apply their admission 
criteria. The SIF is available from individual schools. The completed SIF must be returned by 
the closing date specified by the relevant school.  If a CAF has been completed but not a SIF, 
the preference is still valid and must be considered. Applicants who have not completed a SIF 
or who have done so but not provided the required evidence of their faith, will be ranked lower 
than those that have provided evidence of their faith. An application cannot be considered 
without a completed CAF. 

c) Bradford Girls Grammar School and some of the Dixons Multi-Academy Trust schools use ‘Fair 
Banding’ and require applicants to complete a SIF in order to register for their non-verbal 
reasoning tests. 

d)   For pupil’s resident in another LA area but attending a Bradford LA primary school, parents 
should apply online through their home LA.

http://www.bradford.gov.uk/admissions
http://www.bradford.gov.uk/


e) The closing date for applications is 31 October. Parents should consult individual 
schools regarding the closing date for SIF.

f)    Primary schools should ensure that a child starting in year 6 during the school year is given a 
booklet advising parents how they apply online. If this is after the closing date a paper form will 
need to be completed. All late applications must be forwarded to the Admissions Team as soon 
as possible.

g)  Catholic secondary schools should liaise with their feeder catholic primary schools to ensure 
that all year 6 pupils are supplied with a SIF. 

3.    PROCEDURE

Stage 1

a) Week beginning 6 September 2021, a booklet containing summary information for parents 
will be distributed to all Bradford LA primary schools for their Year 6 children. Parents will be 
required to apply online except in exceptional circumstances when a paper form will be 
available through the Admissions Team. It is the schools’ responsibility to ensure that these are 
given to all Year 6 pupils in their school. Full details of the admissions process and 
arrangements are in the 'Guide for Parents' which is available on the Bradford Council website.

b) Parents may apply for up to five secondary schools and must apply online or return the 
completed CAF to their child’s primary school or to the Admissions Team by 31 October. 

c) Parents are required to return the completed SIF to the relevant school or academy by the 
specified closing dates. 

d)   Any required evidence regarding looked after or adopted children or from relevant 
professionals for children with social or medical needs must be sent to the Admissions Team 
by 31 October.

Stage 2                         
                                         
a)   By Monday 22 November 2021, the Admissions Team will forward preferences for schools 

within other LAs. Other LAs will send the Admissions Team details of preferences made by 
parent’s resident in their LA for a Bradford school. These details will be sent via the secure 
data transfer website. 

b) By Monday 29 November 2021, the Admissions Team will forward details of preferences 
(including those from out-of-authority pupils) to ‘own admission authority’ schools and 
academies for them to apply their own admission criteria. The order of preference will not be 
included as this is not relevant when schools are applying their admission criteria. These 
details will be uploaded on to Bradford Schools Online (BSO) for schools to view.

c) By Wednesday 15 December 2021, each admission authority school will apply its own 
admission criteria and return to the Admissions Team a list of all applicants, in rank order, in 
accordance with the admission criteria. The information can be sent via the secure data 
transfer website or by email if password protected. 

Stage 3           

a) By Friday 21 January 2022, in the first cycle of exchange of information, the Admissions Team 
will have:



 notified other LAs whether a place can be offered in a Bradford maintained secondary 
school to applicant’s resident in their LA;

 received information from other LAs regarding offers of places to a Bradford resident;
 made provisional decisions based on information from other admission authorities and 

the ranked order of schools applied for. Where a child is eligible for a place at more 
than one school, they will be offered the one ranked higher on the application form.

d) By Monday 14 February 2022, in the final cycle of exchange of offers with other LAs, places 
will be allocated for all Bradford district pupils, including those not given any of their preferred 
schools.

c) By Monday 28 February 2022, final allocation lists will be available on Bradford Schools 
Online for primary and secondary schools to view. 

Parents who apply online will be sent an email on 1 March National Offer Day. Parents who 
applied on a paper form will be sent a letter on 1 March via Royal Mail, as will any parent who 
applied online but who indicated they did not wish to receive an email, Parents who are unable 
to access their email or who are waiting for their letter to be delivered via the Royal Mail, will 
not be informed over the telephone of their allocated school. Where the allocated school is not 
the highest ranked school, the letter will explain the reasons why. The letter will also inform 
parents about waiting lists and their statutory rights of appeal against the decisions to refuse 
places at their preferred schools. 

d) Some schools within Bradford and other LAs may require parents to accept the offer. It will be 
made clear where this is the case and failure to accept the place by the specified deadline may 
result in the place being withdrawn and offered to another child. 

e) By Tuesday 15 March 2022, parents need to accept offers of places (if required) and return 
waiting list forms for their preferred schools to the Admissions Team.

f) Tuesday 29 March 2022, deadline by which parents should return appeal forms if they wish to 
have them heard before the end of the academic year.

g) Appeals received by the deadline date will be heard within 40 school days by 15th June 2022 
at the latest, in accordance with the School Appeals Code of Practice. The last appeal date 
will be 25th July 2022 for primary, late and In Year appeal hearings. 

4.    LATE APPLICATIONS AND CHANGES OF PREFERENCE

After allocations have been made on 1 March, an unsuccessful application or dissatisfaction 
with the allocated school will not be considered reasons to allow further applications to be 
made during the ‘normal admissions round’, i.e. until 31 August each year. However, parents 
may submit a late application for an under-subscribed school or where a parent has applied for 
less than five schools, late applications up to a total of five preferences will be accepted.

Where circumstances justify (exceptional circumstances supported by proof and agreed by two 
senior officers and/or school staff) and we are at a point in the process where this is possible a 
late application, will be considered as ‘received on time’ and dealt with as those received by the 
deadline.  If any of the preferenced schools are for own admissions authorities and other LA’s 
they will make the decision as to whether they are accepted as on time. Any form received by 
primary schools after the deadline should be date stamped and returned to the Admissions 
Team as soon as possible.  Once parents have made their five preferences, they cannot be 
changed without an exceptional reason/ change in circumstances for doing so, for example if 
the family has recently moved address and the preferences are no longer ‘local’. 



5.    WHERE PREFERENCES CANNOT BE MET

In the event that an offer cannot be made for any of the preferences expressed by a parent 
resident in the Bradford LA area, a place will be allocated to their child at another school with 
places available.  This may include church schools or a single-sex school. The Admissions 
Team consider which is the most appropriate alternative school taking into consideration all 
children without a school place, where applicants live, schools with available places and 
available bus routes (if applicable).

6. WAITING LISTS
Parents can request that their child is placed on the waiting list for any of the schools for which 
they have applied. 

Waiting lists must be maintained for all schools until 31st December 2022, in accordance with 
the Code of Practice.

A vacancy occurs when the allocated number falls below the Published Admission Number 
(PAN) for that school. Places will be allocated from the waiting list in accordance with the 
admission criteria and not when a name is entered on the list.  It is possible for names to fall 
down the list if other names are added from later applicants who rank higher on the admission 
criteria.

Community and Voluntary Controlled Schools
The Admissions Team will maintain waiting lists for all community and voluntary-controlled 
schools until 31 December 2022 academic year. 

      Voluntary-aided, Foundation, Free, Trust schools and Academies
If there is pupil movement after allocations have been made and voluntary-aided, foundation 
schools and academies are able to offer additional places, they must inform the Admissions 
Team. It is for each admission authority to determine whether they will maintain waiting lists 
beyond the Autumn term. 

By agreement, the Admissions Team will maintain waiting lists for voluntary-aided, foundation, 
free, trust schools or academies, if requested to do so. 

      
7. RIGHT OF APPEAL

a) Any parent whose child has been refused a place at any of the schools applied for, has the 
right to appeal against that decision to an independent appeal panel. Parents cannot appeal for 
schools for which no application has been made or for changes of preferences that have not 
been permitted.

b) A parent who applies late and is refused their preferred school has the right of appeal.  Whilst 
we will endeavour to process all appeals as soon as possible, applications and/or appeals 
received after the relevant deadline dates may not be heard until after the start of the academic 
year.

c) Repeat appeals will not be considered for the same school within the same academic year 
unless there has been a significant change in circumstances such as a house removal.  Repeat 
appeals are authorised by senior officers within the Admissions Team or the relevant governing 
body (for own admission authority schools).   

8.   IN-YEAR APPLICATIONS AND TRANSFERS

a)   ‘In-year applications’ are defined as applications for admission to Year 7 which are submitted 
on or after the first day of the school year of admission, or applications for any other year 



group.

b)   A separate co-ordinated scheme for in-year admissions sets out this process; however, some 
secondary schools who are their own admitting authority deal with their own In Year 
Admissions directly.  Please refer to the In Year and Mid-Year Admissions policies for further 
details. 

c)   Parents who wish their children to go to a different school once he or she has started should 
discuss this with the child’s current headteacher. Transfers can only normally take place at the 
start of a full term, unless there are special reasons.  

9. FAIR ACCESS PROTOCOL 

      Each LA must have a Fair Access Protocol, agreed with the majority of schools in its area to 
ensure that outside the normal admissions round, unplaced children, especially the most 
vulnerable, are offered a place at a suitable school as quickly as possible. The Fair Access 
Protocol also ensures that all schools admit their ‘fair share’ of children with challenging 
behaviour and who are vulnerable. In these circumstances, all schools may admit above their 
PAN but must not breach class size unless it is an excepted pupil, as outlined in the Code. The 
operation of the Fair Access Protocol is outside the arrangements of co-ordination and is 
triggered when a parent of an eligible child has not secured a school place under normal in-
year admission procedures, even following the outcome of an appeal. The protocol can be 
viewed on the Bradford Council website.



SECONDARY SCHOOL ADMISSIONS TIMETABLE 2022-2023
Application process opens

Monday 6 September 2021

Closing date for applications
31 October

Details of applications sent to other local authorities
By Monday 22 November 2021

Details of applications for VA, foundation, free, trust schools and academies sent to relevant schools
By 29 November 2021

VA, foundation, free, trust schools and academies to provide the Admissions Team with ranked 
lists of offers

by Wednesday 15 December 2021

First cycle of exchange of potential offers with other local authorities 
by Friday 21 January 2022

Final exchange of provisional allocations with other local authorities
by Monday 14 February 2022

List of allocated pupils available on BSO by 28 February 2022
(confidential until national offer day 1 March 2022)  

Online applicants receive an email confirming allocated school
1 March 2022 National Offer Day 

Paper applicants are sent an allocation letter via Royal Mail on 1 March 2022

Deadline for return of acceptance slips/ waiting list forms
by Monday 15 March 2022

Closing date for return of appeal forms
Tuesday 29 March 2022

Appeal hearings take place 
May – 15 June 2022

Waiting lists are closed for most schools 31 December 2022



Appendix E

In-year Co-ordinated 
Admissions Scheme & Mid Term Transfer Policy

For applications and mid-term transfers during 
the school year for all schools in the Bradford 

Metropolitan District Area
2022-2023



1.      INTRODUCTION

Although there is no legal requirement to co-ordinate in year admissions, the Local Authority 
will continue to do so for all community and voluntary-controlled schools and any own 
admission authority school that wishes to participate in co-ordination. The In Year Co-
ordinated Admissions Scheme explains this process and is reviewed annually. 

An ‘in-year admission’ is defined as admissions to a school outside the normal transfer times 
or for a year group that is not the normal year of entry. For community and voluntary 
controlled schools, Bradford LA will co-ordinate admissions. The scheme does not apply to 
nursery schools, special schools or sixth form applications.

2.      APPLICATION FORMS

2.1    Bradford District residents who wish to apply for a community or voluntary-controlled school 
must complete the common in year application form.  Applications for own admission 
authority schools (voluntary-aided, foundation, trust schools and academies) for which the LA 
administer the In Year applications, should also be made using the LA’s application form. The 
In Year application form is available from the Admissions Team at Margaret McMillan Tower, 
Princes Way Bradford BD1 1NN. A copy of the form can also be downloaded from the 
Council’s website (www.bradford.gov.uk) or Bradford Schools Online 
https://bso.bradford.gov.uk/content/admissions).

2.2    Parents/carers will be asked to give reasons why they wish their child to transfer. The form 
also lists the Fair Access categories and the parent is required to tick any that apply to their 
child. Where a parent has requested a transfer of school within the Bradford district or from 
another authority but has not moved house, the Head of Year or a member of the Senior 
Leadership Team at the child’s current school, must complete Part Two of the form which 
asks for further information on the child to establish whether the transfer request should be 
dealt with through the Fair Access Protocol. If Part 2 is not completed the application process 
may be delayed if Fair Access placement is required.

2.4   Parents must return the completed application form to the Admissions Team. If any 
community or voluntary-controlled school receives an application or a request for a place 
direct from the parent, whether the school has places or not, the application should be 
forwarded to the Admissions Team. 

2.6    Applications for any Catholic school or Idle CE primary schools, must be made on the 
individual school’s application form which are available from the school and returned directly 
to the school. 

2.7   In accordance with the School Admissions Code, these schools must inform the LA’s 
Admission Team of every application made for their school and the outcome of the 
application and provide copies of any letters sent to the parent.  

3      NUMBERS ON ROLL
         All schools and academies are required to communicate the availability of places to the LA’s 

Admission Team when requested to do so. Admission officers will request updated numbers 
on roll in each year group from all schools on a regular basis, i.e. fortnightly. This will enable 
the Admissions Team to offer accurate advice to parents on the availability of school places 
in their area. In addition, schools should routinely inform the Admissions Team each time a 
child leaves the school and whether children allocated have been admitted.   

http://www.bradford.gov.uk/
https://bso.bradford.gov.uk/content/admissions


4      APPLICATION PROCEDURES

4.1   Applications for community and voluntary-controlled schools

4.1.1 The LA’s Admissions Team (as the Admissions Authority for community and voluntary-
controlled schools) will determine whether an applicant can be offered a place in any of these 
schools. If there are more applications than places available in the year group, the 
Admissions Team will consider the application against its published ‘oversubscription criteria’.

4.1.2 Where a community or voluntary-controlled school is ranked higher on the application form 
and a place can be offered, the Admissions Team will aim to process the application within 
20 school days from receipt of the form.

4.1.3  If more than one school listed can be offered, the applicant will be offered a place at the 
school ranked highest on the application form.

4.1.4 If none of the schools listed can be offered, a place will be offered at an alternative available 
school, unless the child’s current school is within a reasonable distance. If this is the case, no 
other school will be offered.

4.1.5 Where any school has more than two places in the relevant year group and the parent has 
approached the school directly, the child may be admitted and the school then send 
notification of the application and the start date to the Admissions Team, if the school 
knows there is no waiting list.  If only one place is available or there is a waiting list, the 
school must contact the Admissions Team to establish whether there are any other 
applicants waiting to be processed.

4.2 Applications for own admission authority schools for whom the LA co-ordinates 
admissions

4.2.1 The Admissions Team will forward details of the application to the relevant school.  This will 
be done within 7 school days of receipt of the application and where the school is ranked 
higher than a community or voluntary-controlled school that could be offered. 

4.2.2 If, at any one time, there are more applicants than there are places in the year group or a 
waiting list, the school’s oversubscription criteria must be used to determine who will be 
offered the place. Where a vacancy exists and an application qualifies based on the school’s 
oversubscription criteria, the Admissions Team will inform the school; the governing body (or 
delegated persons to determine the application), as the admission authority, will confirm 
whether the applicant can be offered a place at their school.  

4.2.3 Following receipt of the application, the school must inform the Admissions Team whether 
the applicant can be offered a place within a maximum of five school days. (If the year group 
is full, the school should inform the Admissions Team immediately.) The applicant may be 
kept on the school’s waiting list if one is maintained.

4.2.4 Following receipt of the school’s decision, the Admissions Team will write to the parent 
informing them of the outcome of their application within five school days.  An offer of an 
alternative school will be made where appropriate. 

4.2.5 Where any school has more than two places in the relevant year group and the parent has 
approached the school directly, the child may be admitted and the school then send 
notification of the application and the start date to the Admissions Team, if the school 
knows there is no waiting list.  If only one place is available or there is a waiting list, the 
school must contact the Admissions Team to establish whether there are any other 
applicants waiting to be processed.



4.3   Applications for Catholic schools and other own admission authority schools dealing 
with their own in year admissions

4.3.1 Applications should be made on the school’s own in year application form. 

4.3.2 Once any application has been considered by the school, the Admission Team must be 
notified of the details and outcome of the application and provided with copies of all 
correspondence sent to the parent regarding the outcome of the application.

4.3.3 Where a place is not available, the school must send details to the Admissions Team, with a 
copy of the refusal letter sent to the parent, who will then offer an alternative school if the 
child is not on roll at another local school.

 
4.4    Applications for schools in other local authorities     
                                                   
4.4.1   Parents resident in the Bradford district who wish to apply for a school maintained by 

another local authority must make direct contact with the relevant authority. Parents will be 
informed of the outcome of their application either by the relevant authority or the school 
applied for.

4.4.2 Residents in other local authorities who would like their child to attend a school in the 
Bradford LA must complete a Bradford In Year Application form. Parents will be informed 
by the Bradford Admissions Team, of the outcome.

4.4.3 Bradford will accept applications from other LA’s where parents are yet to move into the 
local area, in order to facilitate the allocation of a school place in a timely manner; proof of 
an impending move may be required before an offer is confirmed. If parents living in 
Bradford who are moving to other LA’s wish to make their applications through Bradford LA 
we will facilitate this, however it may be quicker for parents to approach those LA’s directly 
as not all LA’s co-ordinate In Year applications.

5. OFFERS OF SCHOOL PLACES 

5.1 Where the application is for a community, voluntary-controlled school or another admission 
authority school that the LA is co-ordinating admissions for, the Admissions Team will write to 
parents informing them of the result of their application. Parents will be given the opportunity 
to place their child on a waiting list and informed of their right of appeal if not given their 
preferred school.

5.2 When a school has been allocated, the Admissions Team will inform the relevant school that 
the offer has been made.

5.3 Parents will be required to contact the school to make an appointment, within five school 
days of the decision letter being sent.  The school must contact parents to chase up any 
parents who have failed to make an appointment or agree a start date. If a parent refuses the 
allocated school and no other school is available the allocation will remain unless the place is 
required due to a shortage of places in an area. Any appeal hearing will be informed of the 
refused allocation and of the nearest school with places. If an appeal for the preferred school 
is refused, the case may be referred to the Education Safeguarding Team.

5.4 Where the application is for a Catholic school or an own admission authority school that is 
dealing with its own in year admissions, they must confirm the offer in writing and inform the 
LA’s Admissions Team immediately.



6      ADMISSION TO SCHOOL
Once a school place has been determined and the allocated school informed, the pupil 
should be admitted to the school within the following timescales:

i)    Pupils new to the district or who have moved house
      Pupils new to the Bradford district or who have had a significant house move (two miles 

under the age of eight, three miles over the age of eight) should normally be admitted to 
school within ten school days of the offer being made.

ii) Pupils transferring from another local school
The authority’s ‘Mid Term Transfer Policy’ which is attached to this document, states 
that pupils who are transferring from one local school to another may only do so at the 
beginning of a new term.  Therefore, in the case of such applicants, the offer of the 
school place will be from the start of the following term after the application has been 
made unless in exceptional circumstances the child may be admitted sooner by 
agreement between the schools and the Admissions Team. Year group numbers will be 
amended to take into account the allocation and the reserved place.

7      WAITING LISTS
        After an unsuccessful application, parents can request that their child is placed on a waiting 

list for their preferred school(s). The Admissions Team will maintain waiting lists for all year 
groups for community and voluntary-controlled schools until the end of the school year in 
which the application was received (for primary schools) and the end of the term (for 
secondary schools). 

Schools which are their own admission authority may choose to keep waiting lists or not. All 
waiting lists must be maintained in the order of the oversubscription criteria.  If places 
become available during the year, all offers must be made in accordance with the Mid Term 
Transfer Policy.

Allocations made through the Fair Access Protocol are made without reference to waiting 
lists.

8      CHILDREN WITH AN EDUCATION, HEALTH AND CARE PLAN (EHCP)
Applications for these children will be dealt with the by Special Educational Needs Team 
(01274 435750) who will liaise with parents and schools to determine which schools can 
meet the child’s needs.

9    FAIR ACCESS PROTOCOL
 All LA’s must have a Fair Access Protocol (FAP), agreed with the majority of schools in its 
area to ensure that outside the normal admissions round, unplaced children, especially the 
most vulnerable, are offered a place at a suitable school as quickly as possible. The FAP 
ensures that all schools admit their fair share of children with challenging behaviour and 
children who arrive outside the admissions round who may have difficulty securing a school 
place. In these circumstances, all schools may be asked to admit above their published 
admission number. The operation of the FAP is triggered when a parent of an eligible child 
has not secured a school place under normal in-year admission procedures, including after 
an appeal hearing.

Schools dealing with their own in year admissions must refer unsuccessful 
applications to the LA’s Admission Team as soon as possible as the application may 
need to be dealt with through the FAP. All schools must participate in admitting 
children through the FAP in accordance with the Code of Practice for School 
Admissions 2014.



BRADFORD LA IN-YEAR CO-ORDINATED ADMISSIONS SCHEME

PUPIL ADMISSION MID-TERM POLICY

1. Introduction
This policy clarifies the roles of headteachers and the Local Authority when parents make a 
request to change school during the school year and sets out the process for dealing with 
such requests.

The aim of this policy is to enhance pupil progress by encouraging a considered approach to 
changes of school and provides a framework for the exchange of pupil information. The 
majority of pupil transfers take place for legitimate reasons, such as a change of address and 
the aim is not to inhibit parents’ rights to express a preference for another school in 
appropriate circumstances.

2. Background
There is an expectation that pupils will remain at school for the usual period of time and only 
change schools at the end of the primary phase. Both primary and secondary schools liaise 
closely to ensure smooth transition and pastoral arrangements are aimed at providing pupils 
with continuity between phases. However, many schools in the Bradford District experience 
high levels of pupil mobility during the school year which impacts on the attainment and 
achievement of pupils and on school staff in terms of induction, administration and tracking 
pupils’ progress. This mobility undermines the pupil’s continuity of progress and that of other 
pupils when school staff have to manage pupils leaving or joining classes mid-year. It can 
also impede financial and staff planning.

There is evidence that mid-year movement is often disruptive to the statutory SEN process. 
This is particularly important during a child’s early years at school, when the first steps 
towards assessing educational needs are taken. If this process is delayed because of 
changes of school, the result is often a lack of appropriate support throughout the remaining 
phase of education.

3. Legal Framework
Under the Schools Standards and Framework Act (1998) as amended by the Education Act 
2002, a parent has the right to express a preference for a place at a school at any time.  The 
LA (or in the case of VA, foundation schools and academies, the governing body) has a legal 
duty to comply with the parents’ preference to admit the pupil on to the school roll, unless to 
do so would ‘prejudice the provision of efficient education, or efficient use of resources’. This 
means that the school must admit the pupil unless that particular year group is at or above the 
published admission number. 

While it is essential that children who have no school place are found one quickly, section 433 
of the Education Act 1996, permits deferment of admission until the start of a school term, 
subject to certain exceptions (see paragraph 5). This would particularly be the case where 
requests for school transfer has been made that do not involve a house move or where there 
is no need for an immediate move (see exceptions below). In such cases, schools can 
arrange for a child to start at the beginning of the next term. This does not conflict with the 
parent’s right to ‘express a preference’, but does allow schools to manage the movement of 
pupils transferring mid-year.

The LA has powers to direct admission to a foundation or voluntary-aided school in its area 
and can refer matters to the Education & Skills Funding Agency for consideration in relation to 
academies and free schools.



4.     School Transfer Process
Any in-year admission request (whether the child is already attending a Bradford District 
school or is new to the area) shall be co-ordinated by the local authority.  An ‘In Year 
Common Application Form’ is available from the Admissions Team or can be downloaded 
from the Bradford Council website and must be returned to the Admissions Team. 

For all applications, parents will be required to ask the Head of Year or a member of the 
Senior Leadership Team at the child’s current school to complete Part Two of the application 
form.  This section asks for information such as attendance, reasons for the transfer request 
and other factors which may have affect the child’s education and therefore the suitability of a 
school place.  The information provided by the current school will assist in determining 
whether the transfer request may require being dealt with under the Fair Access Protocol 
and/or by LA officers to determine whether the transfer request comes under one of the 
exceptions given below.

If the preferred school has places in the appropriate year group and the school does not refer 
the application through the Fair Access process, the Admissions Team will inform parents that 
a place is allocated and arrangements can then be made for the admission to take place at 
the start of the next school term.

5.     Exceptions 
Mid-term transfer of a pupil may only take place sooner than the start of the next term, if:

 the headteachers of the current and receiving schools agree that it is in the best interests 
of the pupil that transfer should take place sooner;

 the pupil has moved house to live more than three miles from the present school (if the 
pupil is aged over eight years) or over two miles (if the pupil is aged under eight years);

 the pupil has been unable to transfer at the start of the term as a result of illness or for 
other reasons beyond the parents’ control;

 the admission is into Year 7 and Reception only, where a place becomes available from 
the waiting list during the autumn term only;

 it has been determined that the admission of the pupil comes under the ‘Fair Access 
Protocol’ or other significant circumstances apply which identify the child as vulnerable; 
and

 the admission is due to a successful appeal heard by an independent appeals panel.

When a request for transfer has been agreed and the offer of a place made, the receiving 
school must liaise with the current school regarding the agreed admission date and pupil data.

For pupils with an Education, Health & Care Plans (EHCP), any change of school must be 
made through a review of the EHCP by the school / SEN Team.  Children with EHCPs are not 
dealt with through the admissions process as they have their own process enshrined in 
legislation.

6. Information for parents
Guidance notes that accompany the ‘in-year common application form’ informs parents of the 
detrimental effects that changing schools has on their child’s progress and that such decisions 
should not be taken without careful consideration. Governors may wish to add similar 
statements to their school booklets and websites.



Appendix F
Primary School Published Admission Numbers (PANs)

School PAN  School PAN
Addingham 30  Farfield 60

All Saints' CE (Bradford) 90  Farnham 60

All Saints' CE (Ilkley) 60  Fearnville 60

Appleton 60  Feversham 60

Ashlands 60  Foxhill 30

Atlas Community Primary 30  Frizinghall 60

Baildon CE 60  Girlington 60

Bankfoot 30  Glenaire 30

Barkerend 60  Green Lane 90

Beckfoot Allerton 60  Greengates 30

Beckfoot Heaton Primary 90  Grove House 60

Beckfoot Priestthorpe 30  Harden 30

Ben Rhydding 30  Haworth 45

Blakehill 60  Heaton St Barnabas' CE 60

Bowling Park 90  High Crags 60

Brackenhill 60  Hill Top CE 30

Bradford Academy 60  Hollingwood 60

Bradford Girls Grammar 52  Holybrook 30

Burley & Woodhead CE 30  Holycroft 60

Burley Oaks 60  Home Farm 60

Byron 90  Horton Grange 90

Carrwood 30  Horton Park 60

Cavendish 60  Hoyle Court 45

Christ Church Primary Academy 30  Idle CE 60

Clayton St John's CE 60  Ingrow 60

Clayton Village Primary 30  Iqra 90

Co-op Academy Parkland 30  Keelham 15

Copthorne 60  Keighley St Andrew's CE 60

Cottingley Village Primary 60  Killinghall 90

Crossflatts 60  Knowleswood 60

Crossley Hall 90  Lapage 90

Cullingworth 45  Laycock 15

Denholme 30  Lees 30

Dixons Allerton Academy 60  Ley Top 60

Dixons Manningham Academy 60  
Lidget Green (consultation to 
decrease from 90 subject to 
approval)

60

Dixons Marchbank Academy 60  Lilycroft 60

Dixons Music Academy 60  Lister Primary 60

East Morton CE 30  Long Lee 60

Eastburn Junior & Infant 30  Low Ash 60

Eastwood 60  Low Moor CE 60

Eldwick 75  Lower Fields 60

Fagley 30  Margaret McMillan 90



School PAN  School PAN

Marshfield 60  St Luke's CE 30

Menston Primary 60  St Mary's & St Peter's Catholic 30

Merlin Top 45  St Matthew's Catholic 30

Miriam Lord Community 60  St Matthew's CE 60

Myrtle Park 30  St Oswald's CE 60

Nessfield 60  St Paul's CE 30

Newby 60  St Philip's CE 30

Newhall Park 60  St Stephen's CE 60

Oakworth 60  St Walburga's Catholic 30

Oldfield 8  St William's Catholic 30

Our Lady & St Brendans Catholic 30  St Winefride's Catholic 60

Our Lady Of Victories Catholic 30  Stanbury Village School 15

Oxenhope CE 30  Steeton Primary 45

Parkwood 30  Stocks Lane 30

Peel Park 90  Swain House 60

Poplars Farm 60  Thackley 60

Princeville 60  The Academy At St James 
(consulted for Sept 2022) 45

Rainbow 60  The Sacred Heart Catholic 30

Reevy Hill 30  Thornbury 60

Riddlesden St Mary's CE 60  Thornton (consulted for Sept 2022) 60

Russell Hall 30  Thorpe 30

Ryecroft 60  Trinity All Saints CE (under 
consultation) 30

Saltaire 60  Victoria 45

Sandal 60  Wellington 60

Sandy Lane 45  Westbourne 60

Shibden Head 60  Westminster CE (consulted for Sept 
2022) 60

Shipley CE 30  Whetley 90

Shirley Manor 30  Wibsey 90

Silsden Primary 90  Wilsden (consulted for Sept 2022) 30

Southmere 60  Woodlands CE 15

St Anne's Catholic 30  Woodside 60

St Anthony's Catholic (Clayton) 30  Worth Valley 30

St Anthony's Catholic (Shipley) 18  Worthinghead 30

St Clare's Catholic 30  Wycliffe CE 60

St Columba's Catholic 50   

St Cuthbert & The First Martyr's 30

St Francis' Catholic 30

St John The Evangelist 30

St John's CE 60

St Joseph's Catholic (Bradford) 40

St Joseph's Catholic (Bingley) 30

St Joseph's Catholic (Keighley) 45



Secondary School Published Admission Numbers (PANs)

School PAN
Appleton Academy 180

Beckfoot Oakbank 300

Beckfoot School 270

Beckfoot Thornton 260

Beckfoot Upper Heaton 145

Belle Vue Girls 180

Bingley Grammar 300

Bradford Academy 230
Bradford Forster Academy (consultation for reduction to 
180) 210

Bradford Girls' Grammar School 140

Bronte Girl’s Academy 120

Buttershaw 300

Carlton Bolling 300

Dixons Allerton Academy 245

Dixons City Academy 180

Dixons Cottingley 180

Dixons Kings Academy 160

Dixons McMillan 134

Dixons Trinity Academy 134

Eden Boys Leadership Academy 120

Feversham College 120

Grange Technology College 300

Hanson School 300

Ilkley Grammar 300

Immanuel College 300

Laisterdyke 180

Oasis Academy Lister Park 160

One In A Million 75

Parkside 210

Queensbury 180

St Bede's & St Joseph's Catholic 290

The Holy Family 165

Titus Salt 250

Tong (will admit to 210 if required) 180
University Academy Keighley (consultation to decrease from 
180 from Sept 2022) 150


