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Introduction 
In-Year admissions relate to applications by parents to move a student to another school other 
than at the normal point of entry e.g. following a change of address. These are also known as 
“casual” or “admissions outside of the normal admissions round”. The Scheme outlined below 
will apply to the academic year 2026/27.  

Important things to consider before moving 
school 

Moving a student to another school is a very serious step to take. It can affect a student in many 
ways. It is important to consider whether a transfer is really the best option. If you are requesting 
a change of school that is not as a result of a house move, before making a definite decision to 
transfer to another school, you should think very carefully and talk through any issues with the 
student’s current school. Before deciding to move a student to another school, please consider 
the following information carefully. 

• Pastoral Care – the student will need to build new friendships and get used to a new 
teacher. 

• Curriculum – although there is a National Curriculum, each school will deliver a part 
of this curriculum at different stages and times during the school year. 

• Years 10 & 11 – you should be aware that moving a student in these particular year 
groups may not always be in the best interest of the student. Not all schools offer the 
same subjects at examination level and may use different exam boards and offer 
different syllabuses. The outcomes for students moving schools in those year groups 
is often detrimentally impacted by the move.  

• Transport – How will the student get to the new school, they may not necessarily be 
entitled to transport assistance. 

• Costs – All Worcestershire schools have a school uniform which all students will be 
expected to wear. 

Many things that worry parents can be sorted out without the need to move schools. Talking to 
them and the staff at their present school should avoid a transfer between schools in almost all 
circumstances. If a student is unhappy at school, speak to their class teacher or make an 
appointment to see the Head Teacher. If you have a complaint about a school, the teachers or 
the work the student is doing, if it cannot be resolved by the teaching staff, put your complaint in 
writing to the school’s Governors/Academy Trust. 

If a student is not attending school, talk to them about why they do not want to attend and speak 
to their teachers. If a student has special educational needs, speak to the teacher in charge of 
special needs (SENCO). If a student is about to be excluded, speak to your student’s class 
teacher or make an appointment to see the Head Teacher for advice, ask them about Off-site 
Directions as a way of improving future behaviour. Some helpful information can be found at this 
link: Inclusion in Educational Settings | Worcestershire County Council 

http://www.worcestershire.gov.uk/
https://www.worcestershire.gov.uk/worcestershire-education-and-early-years-services/inclusion-educational-settings
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There are strict regulations about the transfer of students between schools and the 
circumstances under which they can be taken off the school’s register. In the majority of cases 
students may not be taken off the schools register until they have been taken on to the roll of 
another school. 

If you suspect that a student may be being bullied, talk to the student – ask them how they are – 
if there is anything worrying them. If they report an incident – write it down. Has this happened 
before? It is important that they know that it is not their fault. If it happened at school – tell the 
student’s teacher. Keep a record. Encourage them student to tell someone straight away. If you 
believe a student is being bullied at school, it is very important to keep school informed of any 
incidents so that they can deal with the situation effectively. 

If, after speaking to a student's teacher and allowing time for actions to be taken, you are not 
satisfied with the way the matter was dealt with, contact the Head Teacher and arrange a 
meeting. The Head Teacher should investigate the matter and action should be taken. However, 
if after speaking with the Head Teacher you are still not satisfied with the outcome, and you still 
feel they are being bullied; your next action should be to contact the Chair of Governors and ask 
them to investigate. 

You are encouraged to consider all of the above points, decide whether a transfer is really the 
best option and discuss your concerns with staff at the student’s current school. A change in 
school does not always lead to improvements in a pupil’s behaviour. Moving your student to 
another school is a very serious step; it will not always solve the problem and can sometimes be 
more detrimental than helpful. 

If you feel that a change of school is unavoidable you can make an application to transfer 
school. 

Parents should be aware that different LAs and Academies, Foundation, Free and Voluntary 
Aided Schools may have different admissions criteria, and therefore it is strongly advised that 
they ensure that they have understood the information that is available from each LA/School, 
before stating their preference on any application. 

Please make contact with the Admissions Teams of any of the relevant LAs, if further 
information is required. (The addresses and telephone numbers of all the neighbouring LAs can 
be found in the Information for Parents Book.) 

The Application Process 
The procedure for in-year admissions for Worcestershire residents is as follows; 

 
1. Parents/Carers with a preference for an ‘In-Year’ transfer to a Worcestershire school 

must complete a Worcestershire on-line application. Those who are unable to apply on-
line are advised to contact School Admissions for assistance. 

2. Some Voluntary Aided, Academy, Foundation or Free schools may require parents to 
complete a supplementary form which may request information that allows them to apply 
their oversubscription criteria.  If schools use a supplementary form these must be 

http://www.worcestershire.gov.uk/
https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/allocation-day-statistics-adjudicator-reports-and-resources
https://emsi.worcestershire.gov.uk/CitizenPortal_LIVE/en
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consulted on and published; and also available with the schools policy at this link: 
School admissions policies | Worcestershire County Council.  

3. A supplementary form, where required, must be submitted with the application. It will not 
be regarded as a valid application unless the parent has also completed an application.  

4. Applications from parents for schools outside Worcestershire should be made direct to 
the school or the local authority in whose area the school is located to find out how they 
process in-year applications.  

5. Parents will be invited to state up to six preferences on the application.  The schools 
should be placed in order of priority and reasons for those preferred schools given. 
Preference order is not taken into account when applying admission criteria as the law 
requires all preferences to be treated equally.  

6. Where a parent approaches a school directly the parent should be advised to complete 
an on-line application.  

The Allocation Process 
Following receipt of the application the School Admissions team will make the full details to all 
schools listed on the application. All applications will be subject to scrutiny to determine whether 
or not they meet the criteria for consideration under the Fair Access Protocol.  
 
Schools must consider requests with regard to the current number on roll, teaching organisation 
and accommodation and, in respect of infant and primary schools, key stage 1 class size limits. 
The school must inform the Authority of the availability of places and whether or not a place is 
available. This law requires that the outcome of an in-year application be communicated to the 
parent within 15 school days of the application being received. An admission authority can only 
refuse to admit an applicant if the admission would prejudice the provision of efficient education 
and the efficient use of resources.  

The School Admissions Team will consult the preferred schools on receipt of the application and 
will let parents know if an offer can be made at any of the preferred schools.  Where possible, 
this will be within 10 school days of receiving the application, The law requires an outcome to be 
provided to parents within 15 days of receiving the application at the latest. This is to ensure 
that students are not out of school for unnecessarily long periods of time. If it is not possible to 
offer a place at one of the preferred schools then an alternative will be advised to parents.  This 
will normally be the nearest schools with vacancies, for which the parent can express additional 
preferences.   

The Offer of a School Place 
If a student can be offered a place at more than one school then a place will be offered at the 
highest ranked school possible. Where a school has advised that a place is available they will 
be informed if the place is the one to be offered or not to the parent. Parents will receive a single 
offer of a school place. 
 
School Admissions will communicate the decision in writing to parents. If you are offered a place 
at a school the offer letter will instruct you to make direct contact with the school to arrange a 
mutually convenient start date. 
 
Where an admission authority is unable to meet a preference, the law requires a refusal letter to 
include the reasons why admission was refused; information about the right to appeal; any 

http://www.worcestershire.gov.uk/
https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/school-admissions-policies
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response date for lodging an appeal and the contact details for making an appeal as well as any 
waiting list procedures. The school will provide this information to School Admissions who will 
include the details in your letter. School Admissions will, where applicable and, if possible, 
provide details of schools with places available in the appropriate year group. 
 
Where no place can be offered to a Worcestershire student and the student has no current 
school place, the School Admissions Team will look at the following alternatives, an alternative 
school place to offer, request further preferences from the parents and or a referral through the 
Fair Access Protocol will be made, where appropriate. In addition, a referral to the Education 
Engagement Team (Children Missing Education) will also be made so that team can support a 
return to education. 

Appeals 

Any parent whose child is refused a school place will be informed in the decision letter of the 
reasons for refusal and their right to appeal against the decision to an independent appeal. 

Your refusal letter will advise you of the full details, including who you should appeal to, where 
to send your written statement and will provide a timescale for response. Please note there is no 
deadline set by which you must lodge your appeal, but if you do not lodge your appeal within the 
timescale specified there may be a delay in the appeal being heard. All In-Year appeals must by 
law, within 30 school days.  

Waiting Lists 

Waiting lists for Community and Voluntary Controlled Schools are maintained by School 
Admissions, and parents need to apply, in order to be included. These waiting lists will be 
maintained until the end of each academic year. Parents will need to reapply at the start of each 
academic year by submitting a fresh in-year application if they wish to be included on the list for 
the next academic year.  The waiting list is ranked in line with the published oversubscription 
criterion.   Each student added to that list will require the list to be ranked again in line with the 
published oversubscription criterion.   

Voluntary Aided, Foundation, Academy and Free schools may choose to maintain waiting lists 
for in-year admissions. Priority on the waiting list is determined according to the school’s 
oversubscription criteria. Where Voluntary Aided, Foundation, Academy and Free schools do 
maintain a waiting list, it is the responsibility of the school to notify School Admissions when 
places become available. The School Admissions Team will notify parents on behalf of the 
school that there is a vacancy and will also ensure that the current school is notified of any 
acceptance of an offer.  This will allow the School Admissions Team to provide up to date 
figures on the availability of places in the area for parents, to accurately report to DfE and report 
information to the Office of the Schools Adjudicator. 

Parents already on the waiting list and wishing to place the student’s name on the list for the 
next term or academic year should be keep in direct contact with Voluntary Aided, Foundation, 
Academy and Free schools to find out the individual school procedures for the waiting lists. 

http://www.worcestershire.gov.uk/
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Students allocated to a school in accordance with the Fair Access Protocol must legally take 
precedence over any students on the waiting list. 

The Fair Access Protocol 
Although we hope that all students can start at school and continue until they transfer to the 
next phase of education, there are some circumstances when this progression through school is 
interrupted. This could be because of a change of address to another area, where students 
have especially challenging behaviour or who have been permanently excluded and cannot find 
another school place. 

All LA’s are required to have a “Fair Access” Protocol in place. This ensures that education 
placements can be made for vulnerable, excluded or other hard to place students as quickly as 
possible. It also ensures that students are placed fairly and equitably across the education 
establishments in the LA. 

In Worcestershire these arrangements are overseen through “Fair Access Panels” that have 
been set up especially for this purpose. These meet throughout the academic year. Students 
subject to the Fair Access Protocol take precedence over students who may already be 
included in the waiting list for a particular school. 

All Schools in Worcestershire take part in Fair Access to ensure that – outside the normal 
admissions round - unplaced students, especially the most vulnerable, are offered a place at a 
suitable school as quickly as possible. In agreeing a protocol, the local authority must ensure 
that no school - including those with available places - is asked to take a disproportionate 
number of students who have been excluded from other schools, or who have challenging 
behaviour. The protocol must also include how the local authority will use provision to ensure 
that the needs of students who are not ready for mainstream schooling are met. 

The operation of Fair Access Protocols is normally triggered when a parent of an eligible 
student has not secured a school place under in-year admission procedures. 

All admission authorities must participate in the Fair Access Protocol in order to ensure that 
unplaced students are allocated a school place quickly. There is no duty for local authorities or 
admission authorities to comply with parental preference when allocating places through the 
Fair Access Protocol. 

Where a governing body does not wish to admit a student with challenging behaviour outside 
the normal admissions round, even though places are available, it must refer the case to the 
local authority for action under the Fair Access Protocol. This will normally only be appropriate 
where a school has a particularly high proportion of students with challenging behaviour or 
previously excluded students. The use of this provision will depend on local circumstances and 
must be described in the Fair Access Protocol. This provision will not apply to a looked after 
student, or a student with an Education Health Care Plan naming the school in question, as 
these students must be admitted. 

As part of the Worcestershire Fair Access Protocol, which can be viewed at the following link:  
Fair Access Protocol , all schools with Key Stage 2, 3 and 4 classes can be required to exceed 
the published admission number to admit students covered by the Protocol. 

Admission of students outside their normal age 
group 

http://www.worcestershire.gov.uk/
https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/school-admissions-policies
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Parents may seek a place for their student outside of their normal age group, for example, if the 
student is gifted and talented or has experienced problems such as ill health, or have large gaps 
in their education, effectively in the year group below or above their chronological age group.  
 
The admission authority for any school must make the decision based on the circumstances of 
each case and in the best interests of the student concerned. 

 
The Local Authority is the admission authority for all community and voluntary controlled 
schools and must make the decision based on the circumstances of each case and in the best 
interests of the student concerned. The Local Authority will request the head teacher of the 
school for their views, take account of the parent’s views; information about the student’s 
academic, social and emotional development; where relevant, their medical history and the 
views of a medical professional; whether they have previously been educated out of their 
normal age group; and whether they may naturally have fallen into a lower age group if it were 
not for being born prematurely in order to reach a decision as to whether or not it is appropriate 
for the individual student to delay or accelerate their entry into school and be taught outside of 
their chronological age group.  
 
In the case of all community and voluntary controlled schools, you must ensure that you 
approach the school and complete the Delayed and Accelerated Transfer Record Sheet that 
forms part of the policy documentation, alongside the school, prior to making your application. 
Once completed, the school will submit the completed Record Sheet to the School Admissions 
Team, who will communicate the decision to you in writing. 
 
In the case of academy, foundation, free and voluntary aided schools, the governing body/trust 
is the admission authority and must also consider any requests for children to be taught outside 
of their chronological age group. Any decision must be made in the best interests of the student.  
Please see the schools individual admission policy for details, this should set out how to make 
your request, how the decision will be reached and how they will communicate that decision to 
you. 
 
You can find out further information on Delayed and Accelerated Transfer and all school 
admission policies on our website: School admissions policies | Worcestershire County Council  
 

Even if delayed or accelerated entry is agreed, the normal admission arrangements apply 
and there is no guarantee of a place. 

 

 

 

 
 

http://www.worcestershire.gov.uk/
https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/school-admissions-policies

