
 

Protocol for In Year admissions for Schools within North Somerset 

Key: FGA = First Geographical Area 

 PAN = Planned Admission Number 

 FAP = Fair Access Protocol 

Below is the protocol for all in year school admission applications and how school in 

North Somerset will process all in year applications in conjunction with the School 

Admissions Code, December 2014. 

All In-Year applications can be sent to the School Admissions Team at North 

Somerset Council or, for Own Admission Authority Schools, to the school directly. 

When an applicant would like to apply to an own admissions authority school that 

have their own application form, all schools agree to accept the application whether it 

has been submitted on the school’s form or the North Somerset Council application 

form. 

If a child moves in to the First Geographical Area of the school, or the school is the 

nearest school to the home address, schools will do their upmost to accommodate 

that child. 

 

  

 

 

  



‘Normal’ In-Year admissions: Children who have moved into the area who are without a school placement or are moving within 

North Somerset and have no additional needs 

 

 

 

 

 

Application received

Offer a place within PAN

- Send the application to North Somerset 
Council with notification of the outcome 
either in the form of a copy of the letter 

sent to the applicant or an Own 
Admissions Authority decision form.

- Arrange a date with applicant for the 
child to start at school.

Offer a place above PAN

- Send the application to North Somerset 
Council with notification of the outcome 
either in the of a copy of the letter sent 
to the applicant or an Own Admissions 

Authority decision form.

- Arrange a date with applicant for the 
child to start at school.

If at capacity to PAN, check to see if 
there is a reasonable alternative offer. If 
no reasonable offer can be made, offer a 

place above PAN.

- Send the application to North Somerset 
Council with notification of the outcome 
either in the of a copy of the letter sent 
to the applicant or an Own Admissions 

Authority decision form.

- Arrange a date with applicant for the 
child to start at school.

If at capacity and an alternative 
placement can be found or the child is 
already in attendance at a local school, 
refuse admission on the grounds that it 

would cause prejudice to the provision of 
efficient education and/or the efficient 

use of resources.

- Refer applicant to North Somerset 
Council for further advice

- Send the application to North 
Somerset Council with notification of the 
outcome either in the form of a copy of 

the letter sent to the applicant or an 
Own Admissions Authority decision form.



Complex In-Year application (managed moves)

Application received

Offer a place within PAN

- Send the application to North 
Somerset Council with notification of 

the outcome either in the form of a copy 
of the letter sent to the applicant or an 

Own Admissions Authority decision 
form.

- Arrange a date with applicant for the 
child to start at school.

Defer application on the 
grounds of a managed 

move

Write to applicant to advise them the application is on hold.

Contact child's current school to start managed move process.

School A and School B to discuss managed 
move.

- Managed move not agreed, child stays 
on roll at current school.

- Report to Out of School Panel the 
decision made.

School B to consider 
application 

Offer a place

Refuse on the grounds that 
admission would cause prejudice 

to the provision of efficient 
education or the efficient use of 

resources.

- Managed move agreed
Trial period at school to be arranged 

for certain time period.

- Report to Out of School Panel the 
decision made.

If successful,  School B to 
write to applicant to 

confirm following trial 
period, that a place is now 

offered.

If not successful, School to refuse 
application on grounds that 

following the trial, admission 
would cause prejudice to the 

provision of efficient education or 
the efficient use of resources.



Consideration of ‘Reasonableness’ definition from the Section 4.10 of the School 

Appeals Code, February 2012. Any admission decision must be reasonable. An 

appeal panel would consider any case whether the decision is ‘perverse in the light 

of the admission arrangements’. 

Any admissions decision to admit or refuse, has to be made by two or more people. 

The decision cannot be made by one individual in an admissions authority (section 

2.7 of the School Admissions Code, December 2014). 

At any point, where an admissions authority has refused to offer a place at their 

school, the Local Authority may ask Secretary of State to consider the case, and 

where necessary, the Secretary of State will instruct the Academy to admit the child.  

 

 

Application received and processed by admissions 
authority.

Admissions authority offers a place 
(within 10 school days from receipt of 

application and notify the local 
authority within 7 calendar days).

Admissions authority determines it 
wishes to refuses admission (within 

10 school days from receipt of 
application).

Local authority informs academy of intention to request a 
direction (within 10 working days from receipt of refusal).

Academy sets out reasons for refusal in writing to local authority within 15 
calendar days or 7 days for a child in care (as per DfE guidance  Fair access 

protocols in school admissions November 2012) , of receiving intention of LA 
to apply to Secretary of State to direct to take.

Local authority applies for a direction to the EFA from Secretary of 
State putting forward a case for and against (academy has seven days 

to make further representations).

Secretary of State does not direct 
academy to take, alternative 
school to be identified by the 

local authority.

Secretary of 
State directs 
academy to 

take

https://www.gov.uk/government/publications/fair-access-protocols-in-school-admissions#history

