
Changing Schools In-Year Admissions:

If you are considering changing schools within a school year, or you have just moved to the Worcestershire area, you will need to apply for a school place. This is known as an In-Year application. A parent can make an In-Year application to transfer to The Coppice Primary School at any time.

More information on In-Year applications can be found in the existing year groups booklet for parents, which can be found on the Worcestershire County Council website:

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

[bookmark: _4zjl70tjicya]School Places 

[bookmark: _7zhcfhrlyg5j]Each school has a Published Admission Number (PAN) for each year group. This is the maximum number of children that we can admit. 
[bookmark: _tpgrr372ft0o]
· [bookmark: _xqc89n5gct8q]Places can only be allocated in infants up to the limit of 30 pupils, as set by the Infant Class Size Legislation. 
[bookmark: _beb6w3osv3wa]
· [bookmark: _oypu948rgbfu]In Juniors, a place is only offered where admitting the child does not prejudice the efficient provision of education or use of resources. 
[bookmark: _greqecag8c5g]
[bookmark: _8ts4ij460j11]We must advise that there is no guarantee of a school place until an application has been received in full, and reviewed by our Headteacher and Admissions Officer.
[bookmark: _auc9tyggimvm]
[bookmark: _b8jtnumsdaui][bookmark: _GoBack]Please view our School Admissions Policy (insert link to policy in sharing folder) for further details. 


How to apply

To assist with your In-Year Application, please visit the Worcestershire County Council website by clicking on this link:

https://www.worcestershire.gov.uk/council-services/schools-education-and-learning/apply-school-place/changing-schools-year-applications

All parents wishing to make an application to The Coppice Primary School will need to complete an In-Year application online. Irrespective of where you live, for In-Year School applications, as a Worcestershire School, you need to apply via the Worcestershire County Council website by completing the online application. 

· If your child is moving from outside the UK, please complete the online application and provide proof of address once you’ve relocated. 

· If you’re moving to a new area, contact local schools or the School Admissions Team early to apply. You’ll need proof of your move. We can’t process your application more than six weeks in advance.

You will be required to complete two documents online to complete your In-Year application:

1. Online School Application form (CA1) - You will be required to register an account on the Worcestershire Citizen Portal to complete your online application

2. Educational History Form - This is to be completed by your child's current school. This is a word document that can be uploaded with your school application or emailed separately to Worcestershire County Council after you have submitted your online application. 

Please note: There is no guarantee of a school place until an application has been received in full and reviewed by our Headteacher, and various staff members within the relevant year group. 

If you are unable to apply online, please contact Worcestershire School Admissions directly on 01905 822 700.


What happens next in the admissions process?

Upon receipt of the In-Year application, the Worcestershire School Admissions Team will consult with The Coppice Primary School and let parents know if an offer can be made, normally within ten school days of receiving the application.

Each application will be assessed in accordance with the school's admissions criteria, a copy of which can be found in our Admissions Policy	Comment by Mrs K White: Link to Admissions Policy section

· If a place is offered:  If a place is available and your application is successful - a place will be offered to you.  We will then proceed to the next stage in the admissions process by coordinating a smooth transition plan, to provide your child with the best start possible, at our school.  From the point of acceptance of application, your child will then have a maximum of a 6-week period, in which to settle into their new school place. 

· If a place is offered but you are not ready to accept: If you are offered a place and you choose not to accept at this time, we are unable to hold that place to you. Once a place is offered, we will begin our transition phase.  As detailed above, from the point of acceptance, we have a maximum of a 6-week period in which your child will come on roll at our school. If this is not possible for you, we can retain your application and details on file, which will be held on our Waiting List. 

· If we are unable to offer a place: If your application is not successful, you will receive a refusal notification directly from Worcestershire County Council. At this stage, with your written instruction to do so, your application can be held on our Waiting List.  Please see information below regarding our school Waiting List. 


Waiting Lists

The Coppice Primary School operates a waiting list for any oversubscribed year group following our School Admissions Policy criteria and it would be at this point that parents can ask their child to be added. Your written instruction is required to be placed on the waiting list.  Please email admissions@coppice.worcs.sch.uk

All Applicants held on the waiting list will be ranked in accordance with our admissions criteria detailed in our school admissions policies, rather than on a 'first come-first served' basis.  

Our waiting list is active, meaning your child's position can change, as new people join and others leave, thus changing the priority of a child.

As places arise, the school will contact parents, according to the priority on the list, to allocate the place. Should the place no longer be required, the place will be allocated to the next name on the priority list.


[bookmark: _eeaqleahg9cr]Appeals

If an offer cannot be made, parents have the right to appeal. All appeals must be made in writing to the Governing Body of The Coppice Primary School within 14 days of receipt of notification. 

The Appeals Team, based at County Hall in Worcester, make arrangements for appeals where the Admission Authority (AA) has not met a parent's preference for a particular school.  

Appellants will receive at least ten school days notice of their appeal hearing date at Worcestershire County Hall and wherever possible, decision letters will be sent within five school days of the hearing.
Further Appeals guidance can be found by visiting the Worcestershire County Council website.

Arranging a School visit 

If you would like to arrange a school visit to come along and view our school and settings, please contact our Admissions Officer on 01564 826 709, or e-mail admissions@coppice.worcs.sch.uk
