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Service Level Agreement
School Admissions and School Admission Appeals Services 

Service Package Renewal - Academic Year 2021/22
The Service

This specification outlines the School Admission and School Admission Appeals services that are available from the Council to Schools during the Academic Year 2021/22 either at no additional charge or on payment of a subscription fee.
Service Package 1: School Admissions Service – Transitions (the point of entry to a School i.e. Reception and Year 7 for September 2022)

This is only available as a subscription service.  It comprises, but is not limited to:

· Determination of a child’s catchment area;
· Determination of whether the child has a Statement of Special Educational Needs or Education Health Care Plan;
· Determination of whether the child is Looked After or was previously Looked After;
· Checking whether there are any older siblings already on roll at the School;
· The calculation of the home to school distance measurements; and 

· The subsequent ranking of applications against the school’s published over-subscription criteria.
In cases where a Voluntary Aided and Foundation school subscribed to this Service Package prior to conversion, no further charges will be raised for the remainder of Academic Year 2021/22. 


Service Package 2: –School Admissions Service – In-Year (those applications received outside the normal transitions round)

This service is available at no additional cost to you.  
It covers the coordination of all admission applications received for children moving school during the academic year and all tasks relating to this process (as provided in Package 1 above). 
Service Package 3: Admission Appeals- Transitions

This service is available at no additional charge to you.  This service provides the coordinated administration of appeals, for those families who are refused a place at your school as part of the Transitions process.   
It includes:

· All administrative work undertaken in preparation for the Appeal hearing in compliance with the School Admissions Appeals Code:
· Communication with parents;

· Collation and circulation to all parties of all information relevant to the appeal;

· Timetabling and scheduling of appeal hearing dates;

· Preparing the initial draft school statement;

· Communication with schools – notifying them of the appeal, preparing the school statement, answering queries, liaising to agree the appeal hearing date, ensuring the school is represented at the hearing.

·  The provision of a legal clerk at the hearing, who will provide legal advice and guidance throughout.
· For Maintained/Community Schools only, the provision of a presenting officer. Academies and own admission authority schools must secure their own presenting officer.
· Communication with the school and parents after the hearing, to advise of the outcome of the appeal – this will be through formal letter sent out by the legal clerk.

· Response to any subsequent complaints lodged by the family or school.
Admission appeal hearings will continue to be conducted on a virtual basis, using Microsoft Teams, in line with the current temporary appeal regulations that remain in place until 30 September 2021.  From this date the service will be reviewed, with a view to returning to face-to-face appeal hearings.
Service Package 4: Admission Appeals- In Year

This service is available at no additional charge to you.  This service provides the coordinated administration of appeals, for those families who are refused a place at your school during the course of the academic year.  The service is the same as that detailed in Service Package 3.
If you choose to process your own admission applications, but request that we coordinate your appeals, there is an expectation that you will be available to work with the appeals officer to ensure the provision of the tasks listed above.
Please note that VAT will be charged for any School Admission Appeals services supplied after the date of conversion to Academy status.
The Period Covered by Annual Subscription to these Service Packages is:

1st September 2021 - 31st August 2022
Charging Details

Service Package 1
Primary Academies  - £200 net/Academic Year 
Secondary Academies £1000 net/Academic Year 
Service Package 2
No additional charge
PLEASE NOTE: If you wish to take up this service you need to notify us by Monday 12 July. 

Service Packages 3 and 4
No additional charge 
PLEASE NOTE: If you wish to take up these services you need to notify us by Monday 12 July. 

If you wish to cancel your subscription at any time during the academic year, you will be required to give a minimum of one month’s notice.

Quality, Standards & Performance Indicators

Peterborough City Council School Admissions Service undertakes to: 


1)  Commit to all reasonable steps to deliver the services described above;
2)  Give due notice of any proposed changes in the terms of the agreement, charges or 

      cancellation. 
Further details including charges are available within the full Service Level Agreement document
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School Admissions and School Admission Appeals Services 
Service Package Renewal - Academic Year 2021/22
School Name: 


Name:

              
Position:

Date:



Signature:      

Please indicate below the service packages selected by your School for 2021/22:
	Service Package
	Charge £ net
	 Selected?
√ or  X

	1. Admissions Validation, Transitions 


	£200 Primary 
£1000 Secondary
	Yes
	
	No
	

	2.  Admissions Service, In Year


	No additional charge 
	Yes


	
	No
	

	3.  Admissions Appeals, Transitions


	No additional charge
	Yes
	
	No
	

	4.  Admissions Appeals, In Year


	No additional charge
	Yes
	
	No
	


Preferred school contact details (please provide at least 2 names and email addresses):

Name …………………………………………
Email address ……………………………………………………………………

Name …………………………………………
Email address ……………………………………………………………………

Please return this completed form to Shelley Kingston, Policy & Operations Manager, by email shelley.kingston@cambridgeshire.gov.uk 
