
Monmouthshire County Council 
School Admissions Policy 

 
 
The School Standards and Framework Act 1998 gives parents the right to 
express a preference for their child to be admitted to any school maintained 
from public funds. The Authority’s admission policy sits within the parameters 
of the School Admissions Code of Practice and School Admissions Appeals 
Code of Practice 1999. 
 
1. The Normal Admission Round 
 
 The normal admission round refers to the bulk transfer of pupils in the normal 
year of admission. I.e. Primary admissions into the Reception year group, 
junior school admissions into the year 3 group and for Secondary schools the 
admissions into the year 7 group. 
 
1.1 Timeframe for the Normal Admission Round 
 
Each year, the Authority consults upon its admission arrangements and 
attempts where possible to mirror the admission round timeframes of 
neighbouring Authorities. 
 
Prior to the consultation, the admission numbers for all schools should be 
determined and form part of this consultation. The admission numbers for the 
schools are derived from the physical capacity of the school to accommodate 
pupil’s learning needs as prescribed for in Measuring the Capacity of Schools 
in Wales. 
 
Each year, the date at which all application forms will be sent to parents / 
carers is set. Simultaneously, a closing date for completed applications is 
established. The Authority will ensure that this timeframe between distribution 
and closing dates is no shorter than six weeks. Whilst the Authority 
endeavours to capture the details of those parents who have children who ar 
eligible for admission to school it still remains the parents responsibility to 
apply for a place.  
 
Any applications that are received after the closing date or applications that 
remain incomplete on the closing date although received prior to the closing 
date will be dealt with under the late application arrangements. Applications 
where a change in circumstances have occurred, which have an impact upon 
the application’s status within the allocation criteria below (1.2), will result in 
the application being treated as late if these changes are brought to the 
Authority’s attention after the closing date. 
 
In order for an application to be complete the parent/carer is required to 
provide evidence to validate the home address. This can be in the form of 
proof of child benefit or tax credits at the address at which the child/ren is 
resident. The purpose of this information is to validate the address at which 



the child lives as to whether it is in catchment or not of a particular school. 
Failure to submit this information with the application form by the closing date 
will result in the form as being treated as late. 
 
The offer date, when parents / carers will be informed of the outcomes of their 
applications is also established as part of the consultation on admission 
arrangements. 
 
 
1.2 Allocation of Places for the Normal Admission Round for 

Applications Received Prior to the Closing Date 
 
When there are more applications than places in a school, the admission 
number is exceeded but the following criteria will be used (in the following 
cascading order of priority) to determine which children may be offered 
places: 
 
1) Looked after children. I.e. children who are in the care of the Local 

Authority. 
 
2) Children with a statement of Special Educational Needs whose 

statement specifies a named school. The application must be for a 
place at this named school and the school must be supported by the 
Local Authority. 

   

3) Children with older brothers and sisters at the school at the date of 
admission will be admitted in preference of those not having brothers 
or sisters at the school. (Definition of siblings -children of one biological 
or adoptive parent residing at the same residence) 

   

4) Children residing within the preferred school’s catchment area will be 
given prior consideration over those children living outside the 
catchment area. The catchment areas can be found on the corporate 
website.  

 
5) Should the school continue to be in a position of oversubscription after 

applying points (1) to (4), priority will be based on closeness to the 
preferred school, measured as the , using the MapInfo 
desktop mapping solution. 

 
To clarify, any oversubscription in the above criteria will result in the 
final determination of the allocation of a place being made on distance. 
So for example, if there are more applications than places available 
when siblings is considered, places will then be allocated firstly to 
those siblings residing within catchment, and then to those siblings on 
the basis of distance to the preferred school. 
 

When an admission is refused we will offer a place at the next nearest 
available school. If this is more than 1.5 miles at primary and 2 miles at 
secondary school you may be entitled to free home to school transport. 



However, we recognise that you might not want a place at the next nearest 
available school so we will also advise you of other schools that have places 
within the area. However you will not be entitled to free home to school 
transport to these schools. 

 

Should a parent be refused a place as part of the admission round the details 
will be held on file until the commencement of the new term. Should any 
places be handed back during this time places will be allocated as per the 
oversubscription criteria and whether the application was in time or late. 

 
 
1.3 Late Application Arrangements 
 

Late applications are batched by month in the month in which they are 
received and places are allocated monthly in line with the criteria 
outlined in 1.2. The batching arrangements continue up until the last 
week of August after this date admissions are then processed as a 
casual admission. 
 
Where requests are received for admissions into year groups other 
than the normal year of entrance these will not be considered until the 
start of the second half of the summer term. (After the Whitsun break). 
Again these will be batched and are processed as per the 
oversubscription criteria on a monthly basis. However it should be 
noted that preference will be given to those parents who are seeking a 
place during the current term as apposed to the new academic year. 
 

1.4  Casual Admissions 
 

Casual admissions refer to requests from parents/carers for transfer of 
children between schools outside of the normal admission round and 
are dealt with in date order of receipt. These are usually processed 
within one week of receipt. In certain circumstances where the child 
has been identified as having specific needs it may not be possible to 
process the admission within this timeframe. The parent/carer will be 
advised of this. 
 
If an application is received for a looked after child in accordance with 
the protocol that has been devised with schools a LAC meeting to 
which all interested parties will be invited. In advance of this meeting 
the placing authority are required to share the personal education plan 
and if the child has a statement of educational needs this is also 
required. 
 
Where the request for admission into school is as a result of a move 
into the county the parent is required to send proof of residence within 
county. Until this evidence is received the application will not be 
processed. This is to ensure that parents/ carers do not apply too far in 



advance of their move and subsequently deny others a place that 
requires a more instant admission. 
 

1.4 Immediate Transfer  
Requests for an immediate transfer are given priority over request for a 
transfer on a specific date. 
 

1.5  Refusal of Admission 
 

Most pupils in Monmouthshire are allocated a place at their parents’ 
first choice of school. If however, it is not possible to allocate a place at 
the preferred school, an alternative school place will be offered. It is 
then for parents to decide whether to accept the place at the alternative 
school or to appeal against the decision of the admission authority.  

In accordance with the School Standards and Framework Act 1998 the 
Authority, or Governing Body of an Aided School, will make 
arrangements to enable the parent of a child to appeal against an 
admission decision. The appeal will be determined by an appeals panel 
established in accordance with Sections 94 and 95 and Schedules 24 
and 25 of the Act. The panel must consist of three to five members 
appointed by the LEA or Governing Body of an Aided School from the 
following categories: 

People who are eligible to be lay members (persons without 
personal experience in the management of the school or the 
provision of education in any school, disregarding experience as 
a governor or in any other voluntary capacity).  

People who have experience in education; who are familiar with 
educational conditions in the LEA’s area (or, in the case of an 
Aided school, the area in which the school is situated); or who 
are parents of registered children at a school (other than the 
school at which the appeal is made). 

 

Independent appeal panels must consider each case individually on its 
merits and they cannot limit themselves, in advance, to the admission 
of any particular number of pupils. Consideration by an appeal panel 
should be in two distinct stages: 

1. The Factual Stage, where the panel decides as a matter of fact 
whether there was a lawful reason to refuse admission; if there 
was not, the child must be admitted; if there was, the committee 
must move on to: 

2. The Balancing Stage, where the panel exercises its judgement 
to balance the degree of prejudice to efficient education which 
would result from admitting the child, and the strength of the 
parents' case, so as to arrive at a decision which is binding on 
the admissions authority. 

 



The decision of the appeal panel will be binding on the Education 
Authority or Governors.  

 
A refusal for admission to a school is made in line with the 
school admissions code of practice 1999 and is based on the 
following decisions; 
 

 Where to admit a child would prejudice the provision of 
efficient education or the efficient use of resources 

 Where an Admission Number has been met; 

 Class size 
 
Infant Class Size Initiative 
 

The Government is committed to ensuring that no child aged 5, 6 or 7 
years will be in a class where the teacher pupil ratio is more than 1:30. 
The infant class size initiative was a phased programme and from 
September, 1999, the limit applied to reception classes. For 
September, 2000, the limit applied to Reception and Year 1 classes 
and in September, 2001, the limit applied to Reception, year 1 and year 
2 classes thus ensuring that all children up to the age of 7 will be 
taught in classes containing no more than 30 pupils.  

There are two main changes which arise from the class size legislation. 
Firstly, admission authorities will not be required to admit a child to an 
infant class if in doing so would result in a class operating at a greater 
than 30:1 pupil/teacher ratio. An admission authority can refuse to 
admit a child to a school where to do so would require the school to 
take ‘qualifying measures’ (i.e. employing an extra teacher, building an 
extra classroom) to meet the statutory class size limit.  

Secondly, when dealing with admission appeals under class size 
legislation, appeal panels do not follow the two stage process as 
outlined above. Instead, an appeal panel will be able to uphold a 
parental appeal only if the decision not to admit the child was due to 
the admission arrangements not being properly implemented or the 
decision of the admission authority was not one which a reasonable 
admission authority would make in that particular case.  

 

Exceptions 

 

Welsh Assembly Government Regulations require Authority’s to limit 
infant class sizes to no more than 30 pupils and to ensure that junior 
classes do not exceed 30 pupils. These are however exceptions to 
these regulations (called “excepted pupils”) which may allow the 30 
pupil class limit to be exceeded. These pupils are: 

 



1. Children whose statement of sen specifies that they should be 
educated at the school concerned and who are admitted to the 
school outside a normal admission round. 

2. Children initially refused admission to a school but subsequently 
offered a place outside a normal admissions round by direction 
of an admission appeal panel or because the person 
responsible for making the original decision recognises that an 
error was made in implementing the schools admission 
arrangements. 

3. Children who cannot gain a place at any other suitable school 
which could accommodate them within the 30 pupil per class 
size target and which is within a reasonable distance of their 
home because they move into the area outside a normal 
admission round. 

4. Children who are admitted to a school after the end of the 
normal admission round where the admission number has not 
been met. 

5. Children for whom education at a school which is welsh 
speaking or of a particular denomination is desired where the 
school concerned is the only school within a reasonable 
distance of their home. 

6. Children who are registered pupils at special schools but who 
received part of their education at a mainstream school ;and 

7. Children with sen who are normally educated in a special unit in 
a mainstream school, but who receive part of their lessons in a 
non-special class. 

 

Pupils in categories 1-5 are only to be treated as exceptions for the school 
year when they are first accepted into the school. 

 

Time frame for Hearing Appeals 

 

In the letter you will be advised of your right of appeal. The decision to appeal 
does not prevent the parent accepting a place at an alternative school whilst 
the hearing is convened as the panel will determine the appeal on the basis of 
application. 

 

As Appeal hearings are convened by the Chief Executive Officer’s 
representative we will endeavour to hear all appeal within the following 
timeframe: 

Appeals arising out of the normal 
admission round whose applications 
were received in time 

No later than 1st June 



Appeals arising out of the normal 
admission round whose applications 
were late but received before the end 
of June 

No later than the last day of the 
school year 

Appeals at any other time Within 6 weeks of receipt of the 
appeal notification 

 


