In year admissions 2010-11


In – Year Admissions       

Offer Allocation Cycle                     

KEY TASKS for schools and the LA
Note – a new cycle commences each Monday in term time so  there will be overlapping cycles

Please see next sheet

	WEEK 1
	LA action
	School Action
	WEEK 2
	School Action
	LA Action
	Weeks 3-4
	School Action
	LA Action

	Monday week 1
	In-Year-Applications are received and entered onto the Admissions system.  All applications entered can be   viewed by schools using SAM. --- Those for Community Schools will be ordered by the LA according to the admission criteria.

- In-Year Admissions liaise with Other Boroughs where parents seek places in their schools.
	Own AA schools to view and rank applications on SAM

VA schools to check SIFs received or chase
	Monday week 2
	by 12.00 

All schools to advise LA of vacancies and no on roll in each year group using SAM phone or email

All own AA schools ensure all new applications are ranked on SAM

Any AA school not fully sharing waiting list with LA  must securely advise LA of those on wlist to whom offers are to be made (provide more names than number of vacancies as some may not have your school as  first preference)


	After 12.00     LA enters vacancies 


	
	Schools to advise LA                        a. using SAM of planned and actual admission dates, or

b. if no-show,  also involve Attendance worker

c. decline – find out if parents have made other provision (and details) or not – advise LA

Copy and  forward  to LA, any reply slips received asap
	Receive reply slips,update system, including any siblings (if already on w.list for that school) 

Contact parents if siblings not on wlist for that school to see if want to add preference.

	Tuesday week 1
	
	
	Tuesday week 2
	12.00 – 2.00       

Schools check SAM and contact LA with any queries


	Before 12.00

LA carries out 

allocation 

After 2.00

LA produces offer letters 


	
	
	

	Wed week 1
	
	
	Wed week 2
	
	LA – Post Offer letters (pigeonhole by 10.00)
	
	
	

	Thursday week 1
	
	
	Thursday week 2
	Schools contact parents to arrange pre-admission meeting, CHECK DOB, and arrange admission date.  Let LA know of any problems. 
	LA updates any siblings of those offered 1st pref school  with priority 
	
	
	

	Friday week 1
	
	
	Friday week 2
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