Explaining to Parents and Carers
SCHOOL ADMISSION APPEALS
KEY STAGE 2 AND ABOVE
If your child has been refused a place at the school of your choice, you have a right to appeal to a School Admission Appeals Panel. This appeal is for primary and secondary pupils aged 7 and above.
There is no guaranteed way of winning an appeal, but there are things that you can do to help you make the best possible case.
WHAT IS A SCHOOL ADMISSION APPEAL?

The School Admission Appeal is a hearing in front of an Appeal Panel.  Their job is to hear the evidence from representatives of the school (such as the Local Education Authority or the Head of School) and the parents or carers of the child. They weigh up the evidence they have heard and decide whether or not the child should be admitted to the school they have appealed for.
How a decision is made. 

When deciding whether or not to uphold an appeal, the Panel makes its decision in two stages. 

Stage 1

· Firstly the Panel must consider the school’s published admission arrangements. It must decide whether or not these arrangements have been correctly applied in the case of your child. 

· For instance it must consider whether admitting an extra child to a class would have an adverse effect on the pupils already there. The Panel may ask if the class is ‘full’ according to the published numbers. For example is there enough space in a classroom or IT equipment for an extra pupil?
· If the Panel decides that the class can manage an extra pupil, then the appeal is won at the first stage. 
· If the Panel decides that the class would be adversely affected by the addition of another pupil, then it moves to the second stage.

Stage 2 

Having listened to the arguments for the school and for the child, the Panel then has to weigh them both up and decide which case is the strongest. The Panel may decide that it would be so difficult for the school to deal with an extra pupil that they should not have to do so, in which case, the appeal is lost. Or the Panel may decide that the needs of the child are so strong that it would be wrong not to offer a place, in which case the appeal is won.
WHAT HAPPENS NEXT?

1. You will already have filled in an appeal form giving reasons why you want to appeal.  At least 10 days before the Appeal you will receive a letter telling you the date and time of your Appeal and where it will be heard.  The letter will invite you to provide any more documents or information to support your appeal.
Think carefully about the reasons you want to give to support your appeal. For example, why do you want your child to go to that particular school? You may want to provide information about your child’s or your family’s circumstances. 
If you want to give information about the health of your child or someone in your family, you should support it with evidence such as a letter from your doctor. 
You can provide new information right up to and including during the appeal hearing.

2. At least 7 days before the Appeal you will receive a second letter with papers you will need for the Hearing. These will include the reasons why your child has not been offered a place at the preferred school. You will also be told who is on the Panel and the name of the Clerk.
It will help you to bring all the papers with you to the Appeal Hearing. 

Sometimes you will be offered a date that is less than 10 days notice. You will be asked to confirm that you are happy to accept an earlier appeal. 

Do I have to come to the Appeal Hearing?
No - you do not have to come to the Appeal Hearing. The Panel can make their decision based on the information you have given them in writing. If you do not turn up for the Appeal Hearing, the Panel will hear it without you. 

It is a good idea to come to the Appeal Hearing if you can. If you do not attend, you might miss the chance to tell the Panel something which you have not written down. If you cannot manage the date, you can contact the Clerk to see if it can be changed.
Who comes to an appeal?

1. Parents and carers. You can come to an Appeal Hearing and tell the Panel why you want your child to be admitted to the school you have chosen. You can provide new information at the Hearing if you want. Children do not usually come to an Appeal, but you can bring them if you need to.
2. The representative of the school Admission Authority and/or the Head of School. The school representative will explain the reasons why your child has not been offered a place.
3. The Clerk – who is appointed by the Independent Panel. The Clerk is independent and does not take any part in the decision making process. The job of the Clerk is to make sure that the meeting is properly organized. The Clerk takes notes at the meeting and records the decisions. 

If you are not sure about something when you come to the Appeal Hearing, you should ask the Clerk. 

4. Who is on the Panel?  There are 3 or 5 members on the Panel, one of whom is the Chair.  At least one member is independent of education and at least one has experience of the provision of education. 

None of the panellists has any connection with the school or Admissions Authority. They have been trained to hear Appeals. 

It is the Panel’s job to hear your appeal and to come to a decision as to whether or not your child should have a place at the preferred school.
	THE APPEAL HEARING

· When you arrive at the venue, there will be a place for you to wait until the time comes for your Hearing. The Clerk will meet you and briefly explain what happens at the Appeal Hearing.

· When it is time for your Appeal to be heard, everyone goes into the room together: the Clerk, the school representative and the appellant (ie the person making the appeal - you).

· The Chair of the Panel will introduce everyone and explain the procedure.

· The representative for the school gives the reasons why the child has not been given a place.

· The Panel and parent/carer (you) can ask questions of the school representative.

· Then it is your turn to explain why you believe your child should be given a place at the school.

· The Panel and school representative can ask you questions. The Panel may want you to explain something you have said or ask for more information.
· The school representative sums up the case for the school.

· You have the last word and have a final opportunity to sum up and add anything else you want to say or show to the Panel.

· At the end of the Appeal, you and the school representative leave the room together. (The Clerk stays with the Panel).
The appeal usually lasts about half an hour.

Sometimes there are many applications for the same class at the same school. When this happens, the school representative may make the case for the school to all the parents/carers together.  Then the case for each child is heard individually.

If you do not understand anything you can always ask. You can tell the Panel anything about your child’s or your family’s circumstances that you think is relevant. 




THE DECISION
The Panel will carefully consider all that they have heard and come to a decision. The decision will be based on the 2 stages explained earlier.
The Clerk will note the decision and the reasons for it. The Clerk will write to you and let you know the Panel’s decision and the reasons why they came to it. The Clerk should try to do this within 5 working days after the Appeal hearing.
WHERE CAN I GET HELP BEFORE THE APPEAL?

Information and advice.
The School Choice Adviser can provide information and support on how the appeals process works. Contact: Christine Clark, School Choice Adviser, The Springfield Centre, off Blakelaw Road, Newcastle upon Tyne. NE5 3HU. Telephone number: 0191 2774462 email: christine.clark@newcastle.gov.uk 
The Clerk to the Appeals Panel can provide advice on procedure. Contact: Mrs Debbie Gill, PA to the CEO, Gosforth Academy, Knightsbridge, Great North Road, Gosforth, Newcastle upon Tyne, NE3 2JH. Email: debbie.gill@ga.newcastle.sch.uk 
Newcastle upon Tyne Citizens Advice Bureau provides free advice on a wide range of subjects. Contact:  St Cuthberts Chambers, 35 Nelson Street, Newcastle upon Tyne NE1 5AN Tel: 0191 232 0461. email: citycab@newcastlecab.org.uk

Advisory Centre for Education (ACE) provides free advice on a wide range of educational subjects. Contact: 1c Aberdeen Studios, 22 Highbury Grove, London N5 2DQ. Freephone: 0808 8005793. www.ace-ed.org.uk/
The Government has provided a booklet called ‘School Admission Appeal Code’.                                                                                                                                                                                                                                                                                                                                                                                                  You can download this from https://www.gov.uk/government/publications/school-admissions-appeals-code
You can ask for an interpreter.

If English is not your first language, you can ask for an interpreter to attend the Appeal Hearing with you.  This must be requested when you first submit your completed form.
· The School will pay for the interpreter if they are able to source one. 
· We cannot guarantee an interpreter, but we will do our best to provide one. 
· You can ask a friend to come to the hearing and interpret for you if you want.

You can bring a friend or witness. 
You can bring a friend or witness with you to the hearing.  Your friend can come into the Appeal Hearing with you. 

Legal Advice You can seek legal advice or bring (or send) a lawyer to the Hearing. You will have to pay for this yourself. However, the Appeal Hearings are not courts of law and people usually come to an appeal to make their case without legal help. 
Access 

The place where the appeal is heard is wheelchair accessible. 
You can ask for a British Sign Language into English Interpreter

You can ask for papers to be sent in large print or by email.
If you require access to the Appeal Hearing please contact insert PA name, school address and email address here
AFTER THE APPEAL
If your appeal is not successful, you may want to contact the School Admission Team for further advice about available schools for your child. They can be contacted at: Admissions and Student Support, Children’s Services, Newcastle City Council. Room 308, Civic Centre, Newcastle upon Tyne, NE1 8PU
Telephone number: 0191 277 7428.  NGA to replace this with North Tyneside specific address 
What if I am not satisfied with the way the Appeal was heard?
The decision made by the Panel is binding on the parents/carers and the school. You may not complain about the decision on the grounds that it was not the one you wanted.  However, if you think that the Appeal was not conducted properly, you may consider the following:
Judicial Review If you think that there was a legal flaw in the Appeal Hearing, you can take legal action and ask for a judicial review. This means that a court would consider whether or not the hearing was legal. If the court agrees that it was not legal, they could quash the decision of the Panel and order a fresh Hearing.
	SCHEDULE FOR THE APPEALS PROCESS

· At least 10 school days before the Hearing: letter sent to parents/carers giving the date of the Appeal Hearing inviting them to provide whatever evidence they want the Appeal Panel to consider.
· At least 7 working days before the Hearing: second letter sent to parents/carers at least seven working days in advance to include the papers needed for the Hearing.
· Day of the Hearing:  The Panel decides whether or not the child can be offered a place.

· After the Hearing: the Clerk send out a letter to the parents/carers to tell them of the Panel’s decision, if possible, within 5 working days.
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