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Form to Request a Variation
to Admission Arrangements

Use this form:	
· To set out a request for the Adjudicator to vary admission arrangements.
When to use this form:
· At any time when a variation is required for a community, voluntary controlled, voluntary aided or foundation school.
Please note:	
· This form cannot be used by an academy as the Adjudicator does not have jurisdiction for such requests. Academies seeking to vary their arrangements must contact the School Complaints and Compliance Unit (SCCU) at the Department for Education (DfE).
· Once the form has been submitted, the Chief Adjudicator will assess your request and let you know if it is within the Adjudicator’s jurisdiction. If it is it will be allocated to a schools adjudicator who will then consider the case.
· The admission authority is the body which must complete this form.
· Complete the form where indicated by the light green areas.
· Please note that information provided on this form will be copied to other parties listed in Sections 2 and 3 below.

Section 1 – The admission authority
The admission authority is the body responsible for admissions to the school. This is either governing body of the school or the school’s local authority.
a) Indicate which is body is the admission authority, by placing an ‘x’ in the box beside the most appropriate description:

NOTE: You should choose only one of the following:

	The governing body of the school
	

	The local authority
	




Section 2 – Tell us about the school
a) Provide the following details about the school whose admission arrangements you are seeking to vary:

	Name of school
	

	Type of school (i.e. community, voluntary controlled, voluntary aided or foundation)
	

	Name of the headteacher
	

	Headteacher’s email address
	

	Name of the chair of governors
	

	Chair of governor’s email address
	

	Postal address
	

	Postcode
	

	School’s telephone number
	

	For schools with a religious character, the name of the authorised officer in the religious authority
	

	The full postal address of the authorised officer in the religious authority
	

	Telephone number of the authorised officer in the religious authority
	



Section 3 – Tell us about the local authority
a) Provide the name and contact details for the relevant admissions contact at the local authority:

	Title
	

	First name
	

	Last name
	

	Job title / role
	

	Full postal address
	

	Postcode
	

	Contact telephone number
	

	Email address
	



Section 4 – Details of the variation being requested
a) Provide information about the variation you are requesting, including any background and an explanation as to why it is necessary (the box will expand as you type): 

	




b) Provide information about the change in circumstances that had led to you seeking a variation (the box will expand as you type): 

	




Section 5 – Information / documents / evidence you must provide with your request
In order for any request to be considered, the following information must be provided in addition to this form:

a) Evidence that the admission arrangements for the relevant year have been determined (that is: formally agreed by the admission authority). 

This must include a copy of the minutes of the meeting where the arrangements for the relevant year were determined by the admission authority.

If the arrangements have not been determined, the Adjudicator has no jurisdiction to consider the proposed variation.

b) A copy of the determined arrangements for the relevant year.

This must include any supplementary information forms (SIFs) or other relevant documentation or a link to where they can be found on the admission authority’s website.

c) Evidence that the following bodies have been notified of the variation requested as required by paragraph 3.6 of the School Admissions Code:

· all other admission authorities and all governing bodies for community and voluntary controlled schools within the relevant area 1 (except that primary schools need not notify secondary schools);
· whichever of the governing body or the local authority is not the admission authority; and
· in the case of schools with a religious character, the religious authority.

NOTE: 1 The relevant area is defined in the Code as “The area for a school (determined by its local authority and then reviewed every two years) within which the admission authority for that school must consult all other prescribed schools on its admission arrangements.”

A notification is not a consultation. The Adjudicator would expect the admission authority to have provided enough information in the notification to the above bodies for an understanding of the change in circumstances and the proposed variation.

In addition, before a local authority refers a request for a variation to the admission arrangements of a community or voluntary controlled school to the Adjudicator, it must consult the governing body of the school. 

The variation cannot be considered if notification and consultation (of the governing body in the case of proposed variations to the arrangements of community or voluntary controlled schools) have not occurred.

d) Copies of any comments that any bodies have made about notified of the variations requested.

Section 6 – Information required for requests for variations to a PAN 2
NOTE: 2 Published Admission Number

Foundation and voluntary aided schools may need to obtain some of this information from their local authority.

The Adjudicator needs to consider any reduction in PAN in the context of the local authority’s duty to ensure that there are sufficient school places in the area and the capacity of local schools to meet parental preference. Different admission authorities and local authorities plan the places needed in different ways. In some areas planning is likely to be the basis of ‘planning areas’ which cover a number of schools. In some areas planning may be done on the basis of an individual school. 

In order for any such request to be considered, information for either A. or B. (as appropriate) must be provided in addition to this form:

A. If place planning is based on a planning area please provide:

i. a map showing the planning area and the relevant schools within it and any other relevant schools;
ii. the names of the schools in the planning area; 
iii. the PANs of the schools in the planning area for each relevant year of entry for the last three years and the coming two years (as far as is known) with the totals for the planning area; 
iv. the numbers of preferences made for each of the schools in the planning area (first, second, third and so on) for the last three years with totals for the planning area;
v. the number of children admitted to each of these schools in the last three years at the usual point or points of admission with the totals for the planning area; 
vi. the number of children allocated a place at each of these schools for the September following the date of the variation if this is available; 
vii. the forecast numbers to be admitted to each of these schools at each normal point of entry for the coming two years with totals for the planning area; and
viii. if the forecast number of places predicted to be needed at the school which is the subject of the proposed variation, is higher than the number of places that will available if the PAN is reduced, please provide:
a. [bookmark: _Hlk12879566]the number of children likely not to be offered a place at the school if the PAN is reduced, who would be offered a place if the current PAN is not reduced;
b. the names of the schools where the children displaced by the lower PAN are likely to be admitted; and
c. the distances such children are likely to have to travel to alternative schools compared to the distances they would travel to the school which is the subject of the proposed variation.
B. If place planning for the area is based on an individual school please provide:

i. a map showing the location of the school and the nearest local schools;
ii. the PAN for the relevant year or years of entry last three years;
iii. the numbers of preferences made for the school (first, second, third and so on) for the last three years;
iv. the number of children admitted to the school at the normal point or points of entry for each of the last three years;
v. the number of children expected to be requiring a place at the school at the normal point or points of entry in the next two years; and
vi. if there are expected to be more children requiring a place at the school than the proposed PAN please provide:
a. the number of children likely not to be offered a place at the school if the PAN is reduced, who would be offered a place if the current PAN is not reduced;
b. the names of the schools where the children displaced by the lower PAN are likely to be admitted; and
c. the distances such children are likely to have to travel to alternative schools compared to the distances they would travel to the school which is the subject of the proposed variation.

Section 7 – Signature and date
a) The person from the admission authority with responsibiity for completing this form should sign and provide the date on which this form is submitted:

	Signature2:
	

	Date:
	



NOTE:2 To be signed by the responsible person for the admission authority. For community and voluntary controlled schools, this will normally  be an authorised officer of the local authority. For voluntary aided and foundation schools this will be the chair of governors. Type name if submitting electronically.

Section 8 – Where to submit this form

By email to:	osa.team@schoolsadjudicator.gov.uk 
By post to:	OSA, Bishopsgate House, Feethams, Darlington, DL1 5QE

NOTE: You should only submit this form as a Word document. PDF copies of this form will be rejected. Accompanying documents can be submitted in their original format.



Website: 	http://www.gov.uk/government/organisations/office-of-the-schools-adjudicator
Email: 		osa.team@schoolsadjudicator.gov.uk
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