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School Admissions & Admission Appeals 

Service Level Agreement 
for Peterborough Schools 

Academic Year:

1 September 2021 to 31 August 2022
Terms of the Agreement
1.1
The Academy Trust appoints the Authority to provide a School Admissions and Admission Appeals Service (“the Services”) for the period 1 September 2021 to 31 August 2022.
1.2
The Authority agrees to provide the Academy with the Services in accordance with the specification and the terms of this Agreement. The specification is set out in Appendix 1. 

Academy Responsibilities
The Academy undertakes to:
· provide the Authority’s School Admissions and Appeals Teams with all relevant, up-to-date information it may reasonably require, within a timely manner, to enable it to carry out the obligations under this Agreement;
· support the preparation of appeal cases by responding in a timely manner to requests for information for, and approval of, the Academy’s final appeal statement;
· adhere to all relevant legislation and the School Admissions and Admission Appeals Codes; and
· adhere to General Data Protection Regulations (GDPR) 2018.
The Authority’s (Peterborough City Council) Obligations

The School Admissions and Appeals Teams undertake to:

· commit to undertake all reasonable steps to deliver the services described in this agreement. If there are any changes beyond our control, such as changes in legislation, we will liaise with you directly; 

· adhere to all relevant legislation and the School Admissions and Admission Appeals Codes; and

· give 28 days’ notice of any proposed changes in the terms of the agreement or charges.

Quality Assurance
4.1
In the event that the Academy is dissatisfied with the quality of the Services being provided the Headteacher/Principal should, in the first instance, attempt to resolve the issue with the Authority’s nominated representative detailed below.  
4.2    
Upon termination, the only services which the Academy will receive from the Authority will be the Admissions Service – Transitions (Service Package 1).
Liaison

The points of contact within the Authority are:
For School Admissions enquiries:
Shelley Kingston 
Policy and Operations Manager - Admissions

Email: shelley.kingston@cambridgeshire.gov.uk
For School Admission Appeals enquiries:

Samantha Bacon
Policy and Operations Manager – Education Appeals & Fair Access
Email: samantha.bacon@cambridgeshire.gov.uk
APPENDIX 1: SERVICE PACKAGES

Service Packages 1: School Admissions Validation Transitions Service 

Validation services covering admissions at the point of entry to the School which includes:

· confirming a claimed Statement of Special Educational Needs, Education Health Care Plan and/or Looked After Status exists;

· confirming which School/Academy the child currently attends (except where the child is entering Reception); 

· confirming the catchment area for the child’s address (where applicable); 

· confirming that a claimed sibling does attend the School in accordance with the published over-subscription criteria; 

· confirming distance measurements (using straight line distance measurement); 

· maintaining  waiting lists in accordance with published admissions arrangements; and

· providing School’s admissions policies and Authority’s booklet to parents, and application forms, for the remainder of the intake year.

The School would still be required to:

· rank children under any church criteria, medical need, staff criterion, confirmation of the attendance of siblings;

· carry out any confirmation checks not routinely undertaken by the Authority; and
· inform the Schools Admissions Team of any status change for children on their roll.
Service Package 2: Admissions Validation In-Year Service 
Validation services as detailed above for Service Package 1 (Transitions).
Service Package 3: Admission Appeals - Transitions
This service is a coordinated administrative service, provided for those families who have been refused a place at your school as part of the Transitions process. 

For local authority maintained schools, this service includes the provision of a presenting officer at the appeal hearing. 

Academies and own admission authority schools are not provided with a presenting officer and must make their own arrangements.   
The Admission Appeals Officer 
Once a refusal letter has been issued by the Admissions Authority, we will:
· provide information to parents on the appeal process;

· issue appeal forms, as requested;

· arrange dates and venues for the hearing;

· issue all appeal correspondence to parents, including circulation of appeals packs to all parties; 

· prepare the School’s case in liaison with the School;
· respond to complaints including those lodged with the Education Skills and Funding Agency and MP letters, regarding appeals. 

The Admission Appeals Panel Officer
· organise the attendance of panel members at the hearing;
· process expenses claims for panel members in relation to their attendance;
· circulate appeals packs to panel members; 
· assist with responses to complaints lodged with the Education Funding Agency; and
· recruit and train panel members.

Legal Services
· provide independent clerking by LGSS Law who are independent of the admissions team;

· annual training of panel members;

· communicate with and train of panel members following changes to the Codes;

· read and consider case papers prior to hearing;

· issue decision letters to appellants and School;

· provide appropriate follow up communication with the appellants; and

· assist with responses to complaints lodged with the Education Funding Agency.
Please note: If a School intends to ask the Authority to organise their appeals for the first year of entry to the School, they must inform the Admissions Team no later than the deadline for parents submitting their appeal requests.
The deadline for appeal requests is revised each year in accordance with the School Admission Appeals Code, published by the Department for Education (DfE) 1 September 2021.

The current deadlines for appeal requests are:
· Primary Academy


14 May 2022

· Secondary Academy

26 March 2022
This will enable the Appeals Officer to ensure all appeals are heard within the statutory deadlines, 40 school days of the deadline for lodging appeals. 
Service Package 4: Admission Appeals In Year

This service is a coordinated administrative service, provided for those families who have been refused a place at your school as part of the In-Year process. 

For local authority maintained schools, this service includes the provision of a presenting officer at the appeal hearing. 

Academies and own admission authority schools are not provided with a presenting officer and must make their own arrangements.   
It is preferable that this service be provided in conjunction with Service Package 2.  This is to ensure efficient working where we hold all the relevant information.
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