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1. Introduction 

 

At Firs Primary we value and appreciate our very diverse community and believe that every child has 
the potential to achieve academic success. 
 
Through our curriculum and school ethos we support each child to feel secure, supported and loved, 
enabling them to achieve social and emotional wellbeing. 
 
We are proud of all our children and endeavour to make them feel proud of themselves, their school 
and their cultural heritage, recognising their individuality, personal strengths and creativity. 
 
As part of our Firs family we encourage positive attitudes, independence and high aspiration, 
ensuring every member of our family knows the value they can add to society. 

At Firs Primary School we welcome all pupils, and places at the school are offered in an open, fair, 

clear and objective manner in accordance with the legal framework. We work to the principle that any 

parents accessing our admissions arrangements will be able to understand easily how places for our 

school will be allocated and will not be alienated or discouraged from applying based on admissions 

criteria. 

DDAT is the Admissions Authority for school. All matters relating to admissions have been delegated 
and are carried out by the Local Governing Body of Firs Primary School on behalf of the Academy 
Trust.  

The Local Authority will coordinate the admissions process on behalf of the trust, and parents will 
apply for a place through the Local Authority (see section 6).  

Any objections in respect of the admissions arrangements not complying with the legal framework 
can be made to the Officer of the Schools Adjudicator. 

2. Legal framework 

This policy has due regard to all relevant legislation and statutory guidance including, but not limited 

to, the following: 

• Human Rights Act 1998 

• School Standards and Framework Act 1998 

• Equality Act 2010 

• DfE (2012) ‘School Admission Appeals Code’ 

• DfE (2021) ‘School Admissions Code’ 

 

3.  Determining a Published Admissions Number (PAN) 

The number of places available is determined by the capacity of the school. The PAN for new Reception 

pupils in 2023 is 50.  



 

 

If the Local Governing Body decides that it can accept more pupils than laid out in its PAN, it will notify 

the LA in good time so that the LA can deliver its coordination responsibilities effectively. 

Where the number of applicants is less than the PAN then all children will receive a place.  Where PAN 

has been reached then the oversubscription criteria will be applied.  Any person with parental 

responsibility can appeal any refusal to admit to an Independent Appeals Panel. 

4. Oversubscription criteria 

In the event that there are more applicants than available places, the school will apply the following 

oversubscription criteria, in order of priority given: 

● Looked After Children (LAC) and previously LAC, including those who have been in state care 

outside of England and ceased to be in state care as a result of being adopted or became 

subject to a child arrangement order or special guardianship order. 

• Children who have brothers or sisters* of compulsory school age still attending the school at 

the time of their admission.  

• Other children living in the catchment area** at the time of admission. The Council will assess 

applications for the address the parents are living at the closing date, and will reassess appli-

cations on the National Offer Date.  

• Children who do not live in the catchment area served by the school but who have brothers 

or sisters of compulsory school age still attending the school at the time of their admission.  

• Other children whose parents have requested a place.  

• Children whose parents did not request a place by the closing date.  

All pupils who have named the school in their EHC plan will be admitted.  

Definitions 

* Brothers or sisters (siblings): For the purposes of admissions, we class a brother or sister as having:  

▪ one or both natural parents in common  

▪ are related by a parent’s marriage or are adopted or fostered.  

Note: A brother or sister must be living at the same address. Cousins are not classed as brothers or 
sisters.  

** *Catchment Area: Catchment areas in Derby can be seen by going to 
https://maps.derby.gov.uk/webmap/  (select ‘schools’, type an address into ‘search’ bar > map 
layers > education > choose either ‘primary’ or ‘secondary’). Please also see appendix A.  
 
Tie-Breaker 

If there is a ‘tie-breaker’ between oversubscribed pupils, the school will follow a fair, clear and 

effective procedure by allocating the place to the pupil who lives closest to school. 

Distance will be measured from the front door of the child’s home address to the main entrance of 
the school using the Local Authority’s Geographic Information System. Those living closer to the 
school receive the higher priority. If the distance between two or more children’s houses and the 

https://maps.derby.gov.uk/webmap/


 

 

school is the same, the allocation of the place will be made by the drawing of lots and independently 
verified. 

Home Address 

For admission purposes, the home address is the child’s permanent address, where the child usually 

lives with their parent or carer. Any other address should not be used on your application, including 

using the address of a childminder or relative or renting a property for a short period of time as this 

could be considered as using a fraudulent address. Any queries about addresses will be investigated 

and, depending on findings, the school place offer may change. 

Only one address can be used on your application for a school place. Where shared care 

arrangements are in place, both parents must agree which address will be used on the application, 

and this should be the address where the child lives for the majority of the school week. If no joint 

declaration is received by the closing date for applications, the address where the child spends the 

majority of the school week will be used. In instances where the child spends equal time with each 

parent, the home address will be taken as the address where the child is registered with the doctor. 

When an offer is made, it will be assumed that the address used in the application will be the same 

as the home address at the time the school place is taken up in September. If you plan to move 

house, you must still use your current address on your application. As soon as you move house, you 

must tell us your new address, providing proof of your house move (including evidence of entry to 

the new address and exit from the old address) as this may mean we have to change the school 

place offer. 

If it is found that an intentionally misleading or false address has been given with the aim of 

fraudulently securing a school place, that place may be withdrawn, even if the child has already 

started at the school. 

Attendance at the nursery does not guarantee a place in the primary school. A separate application 

form must be completed on transfer from the nursery to the primary / infant school. 

Infant Class Size Regulations 

Infant classes (those where the majority of children will reach the age of 5, 6 or 7 during the school 
year) must not contain more than 30 pupils with a single qualified teacher. Additional children may 
only be admitted under very limited exceptional circumstances. 

Deferred Entry 

All places offered by the school will be offered on a full-time basis from the September following a 
child’s fourth birthday. Parents/carers can defer the date their child is admitted to the school until 
later in the school year but not beyond the point at which they reach compulsory school age and not 
beyond the beginning of the final term of the school year for which the offer was made.  

Parents/carers may also request for their child to attend part-time until later in the school year but 
not beyond the point at which they reach compulsory school age. 

 



 

 

Admission of children outside their normal age group 

A request may be made for a child to be admitted outside of their normal age group for example if the 

child is gifted and talented or had experienced problems such as ill health.  In addition, the parents of 

a summer born child (a child born between 1st April and 31st August) may request that the child be 

admitted out of their normal age group, e.g. to reception rather than year 1.  

Parents should apply in the normal admission round and also submit a written request addressed to 

the chair of governors specifying why admission out of normal year group is being requested and the 

year group in which they wish their child to be allocated a place. 

When such a request is made, the governors will make a decision on the basis of the circumstances of 

the case and in the best interests of the child concerned, taking into account the views of the 

headteacher and any supporting evidence provided by the parents. 

If the request is agreed parents should then apply for a place in the Reception class in the September 

following the child’s fifth birthday in the normal admissions round for that year. 

There is no right of appeal against a decision relating to admission out of chronological age. 

Children of multiple births 

Where the final place to be allocated within the Published Admission Number would separate 
children of multiple births a place(s) will also normally be offered to the other child/children. 

Fair Access Protocols 

Local Authorities are required to have Fair Access Protocols in order to make sure that unplaced 
children, especially the most vulnerable, are offered a place at a suitable school as quickly as 
possible. This includes admitting children above the published admissions number to schools that 
are already full. Children identified under the protocol will be admitted before any others on the 
waiting list. 

5. Consultation, determination and publication 

Consultation 

The Local Governing Body will consult on any proposed changes to the admissions arrangements. 

Consultation will last for a minimum of six weeks and will take place between 1 October and 31 January 

in the determination year. The trust board will consult on admissions arrangements at least once every 

seven years, even if no changes have been made in that time. 

Determination and publication of admissions arrangements 

The Local Governing Body will publish a copy of the full proposed admission arrangements and the 

contact details of the individual responsible for admissions liaison on the school website. A copy of 

the proposed admission arrangements will be made available upon request. 

Admission arrangements will be determined by 28 February in the determination year on an annual 

basis, even when no changes to the arrangements have been made. 



 

 

6.  Applications and offers 

Applications 

Parents will be provided with a common application form (CAF) by the LA where they will note their 

preferred schools, in rank order – the schools do not have to be located in the LA area where the 

parents live. 

Application forms can made on-line via the LA website: www.derby.gov.uk.  

Applications for a place must be submitted by: 15th January 2023. 

The CAF will be submitted to the parents LA. Parents are not guaranteed to have their preferences 

met. 

The Local Governing Body will request supplementary information for the purpose of processing 

applications, where necessary.  Failure to complete the school’s Supplementary Information Form 

may result in an application being ranked lower in the event of over-subscription as the application 

will be considered only on the basis of information available through the CAF. 

The school will never give priority to applications solely on the basis that they have completed a 

supplementary form. 

For previously LAC (PLAC) and LAC, the Local Governing Body will request a copy of the adoption order, 

child arrangements order or special guardianship order, and a letter from the LA confirming that the 

child was looked after immediately prior to the order being made. 

The school may request evidence that demonstrates a child was in state care outside of England prior 

to being adopted. 

Allocating places 

The Local Governing Body will only allocate places on the basis of determined admissions 

arrangements. Any decisions to offer or refuse places will be decided by the Local Governing Body or 

an admissions committee established by the Local Governing Body. A clear record will be kept of all 

decisions made on applications, including in-year applications. 

The Local Governing Body will not refuse admission for a child solely on the basis that: 

• They have applied later than other applicants. 

• They are not of the faith of the school. 

• They followed a different curriculum at their previous school. 

• Information has not been received from their previous school. 

Pupils not of usual school age will not be given less of a priority where the school is oversubscribed. 

In the event that parents of a child wish for their child to be admitted outside their normal age group, 

the school’s headteacher will assist the Local Governing Body in deciding on which year group the 

child will enter. Once a decision has been reached, the child’s parents will be informed in writing along 

with an explanation of how the decision was reached and any reasons why. 

http://www.derby.gov.uk/


 

 

For children of UK service professionals and crown servants, the following procedure will be adhered 

to: 

• A place will be allocated to the child in advance of the family arriving in the area named in the 

application form, where one is available. 

• The application must be accompanied with an official letter confirming the relocation date. 

• The address at which the child will live will be used when considering the application against 

the oversubscription criteria – a Unit or quartering address must be used where this is 

requested by the child’s parents. 

• The application will not be refused on the grounds of the child not currently living in the area 

or not currently having an intended address, nor will places be uniquely reserved. 

• The arrangements for service children will be in line with the government’s commitment to 

removing disadvantage for service children. 

The school must admit all children who have an EHC plan where the school is named. Children with 

SEND who do not have an EHC plan will be treated equally to all other applicants in the admissions 

process. This includes children who may need extra support or reasonable adjustments to be made. 

The details of the school’s SEND provision can be found in the Special Educational Needs and 

Disabilities (SEND) Policy and SEN Information Report available on the school website. 

Offers 

All offers will be made on National Offer Day, i.e. 16 April or the next working day where this date falls 

on a weekend or bank holiday. 

Where the school is oversubscribed, the Local Governing Body will rank applications in accordance 

with the determined arrangements, and will ensure that only one offer will be made per child by the 

LA. 

Withdrawing an offer 

An offer will be withdrawn if it has been made in error, or if the offer was made via a fraudulent or 

misleading application. If any application is found to be fraudulent after a child has started at the 

school in the first term of the new academic year, the school may withdraw the place. If the fraudulent 

application is found after this time, the pupil will not be removed. 

7.  In-year admissions 

The school will follow the same process for in-year admissions as for admissions at the start of the 

academic year. 

The Local Governing Body will publish in-year arrangements on the school website by 31 August each 

year, detailing how applications will be dealt with between 1 September until the following 31 August. 

These arrangements will set out how parents can apply for a school place. 

Where the school has places available in-year, it will offer a place to every child who has applied for 

one without condition or use of oversubscription criteria, unless to do so would be to prejudice the 

efficient provision of education or use of resources. 



 

 

Applications can be made in year to the LA – instructions on how to do this are provided on the Local 

Authority website: www.derby.gov.uk. 

All such applications will be considered and if the year group applied for has space available, then a 

place will be offered. If a place is not available, then the child’s parents can ask for their child’s name 

to be added to the appropriate waiting list. As with admissions at the start of the academic year, 

parents whose applications are turned down are entitled to appeal through the process outlined 

below. 

The LA will notify all parents within 15 school days of receipt of an in-year application of the outcome 

of this application.  

Where an offer is accepted, the school will make arrangements for the pupil to start as soon as 

possible. 

LA in-year coordination scheme 

The school will inform the LA by 1 August of whether it will participate in the LA’s in-year coordination 

scheme and will send any relevant information for the LA to publish on its website. 

Where the school is participating in the LA coordination scheme, the school will provide the LA with 

details of the number of places available no later than two school days following the request of such 

information from the LA. The school will also provide information to parents about how they can find 

details on the relevant scheme. 

8. Waiting list 

For admissions at the start of the academic year, the school will operate a waiting list which is 

maintained until 31 December on year of entry. The list will set out the priority for places in the same 

order set out in the oversubscription criteria. When additional children are placed on the waiting list, 

the list will be re-ordered in line with the oversubscription criteria – no pupil will be prioritised based 

on when their name was added to the list. 

The Local Governing Body will make clear in the admissions arrangements the process for requesting 

admission outside of the normal age group for the admissions round. 

Parents may request that their child is placed on the waiting list if they are not successful in receiving 

a place. Where a place becomes available, it will be offered to the parents of the child at the top of 

the list. 

For in-year admissions, if there is a waiting list for that year, the child will be placed on a waiting list 

until a space becomes available, or the child finds a new school setting. The list will set out the priority 

for places in the same order as admissions at the start of the year – when a place becomes available, 

it will be offered to the parents of the child at the top of the list. 

If a child on the waiting list is offered a position at the school, the parents will be notified by letter and 

will have the option of accepting or rejecting the place. 

 

http://www.derby.gov.uk/


 

 

9. Admissions appeals 

When informing parents of their unsuccessful admissions application, a letter will be sent which 

includes the reason why admission was refused; information about the right to appeal; the deadline 

for lodging an appeal and the contact details for making an appeal. Parents will be informed in the 

letter that, if they wish to appeal, they must make the appeal in writing. Grounds for appeal are not 

limited. 

Appeals hearings 

The Local Governing Body will publish an appeals timetable on the school website by 28 February each 

year. The timetable will comply with section three of the ‘School Admission Appeals Code’. Appeals 

will be lodged and heard for the normal admissions round within 40 school days of the deadline for 

lodging appeals. 

For late applications, appeals will be heard between 30-40 school days of the appeal being lodged. For 

in year admissions, appeals will be heard within 30 days of the appeal being lodged. 

Complaints 

Appellants do not have the right to more than one appeal in respect of the school for the same 

academic year unless, in exceptional circumstances, the Local Governing Body has accepted a second 

application from the appellant due to a material change in the circumstances of the parents, child or 

school but still refused admission. Appellants can apply for a place at the school for a different 

academic year. 

If appellants have an issue with the appeal process, they can complain to the Secretary of State. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix A 

 

A more detailed map can be seen at: https://maps.derby.gov.uk/webmap/  
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