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Introduction 
 
Each school associated with The North Cotswold Schools Federation MAT (NCSF) provides an environment underpinned 
by Christian values where all children can feel safe, loved and valued, and where they can flourish as individuals to fulfil 
their potential.   
 
Aim 

The aim of this policy is to explain how admissions are dealt within the NCSF. This policy sets out the Admission 
Policy and admission numbers for the academic year 2025/2026 
 
 

1. Process 

 
Prospective parents and their children are welcome to visit the schools at any time. Appointments can be made with 
the school administrators. 

 
Children are admitted in the September after their fourth birthday.  All children are different, and some can find 
school rather overwhelming at first.  We aim to make the transition from home or nursery as smooth as possible.  
Children are invited into school for a series of attachment sessions in the summer term prior to their start, and 
meetings are held between parents, teachers and support staff so that procedures, uniform, teaching methods and 
any concerns can be discussed. 
 
The NCSF operate the admissions policy determined by the Local Authority (LA).  As such, admissions for those 
starting school for the first time are now handled by the LA to whom applications are made. 

 
A copy of these admission arrangements can be found on the Council’s website at 
www.gloucestershire.gov.uk/schooladmissions. Alternatively, please contact the Access to Education Team at 
Shire Hall, Westgate Street, Gloucester, GL1 2TP, Email:admissionpolicy@gloucestershire.gov.uk or Tel: 
01452 425173 

 

2. Admission Number 

Each school has a set Published Admission Number (PAN). This is the number it is obliged to admit into each 
year group. This number is based upon a capacity assessment, which takes into account the area of 
teaching and non-teaching space available, ensuring that health and safety is not compromised, nor the 
quality of teaching and learning in the school adversely affected.  

Cold Aston C of E primary PAN = 15  

Longborough C of E primary PAN = 11 

Swell C of E C of E primary PAN = 8 

St James and Ebrington Primary school PAN = 30  
 
 

3.  Children with an Education, Health and Care Plan (EHCP) 

Children who have an Education, Health and Care Plan (EHCP) are placed in schools through the 
arrangements set out in the SEN Code of Practice and not through any admission criteria. Governing bodies 
are required by Section 324 of the Education Act 1996 to admit a child with an EHCP that names the school, 
even if the school is full. Parents of children with an EHCP should contact their child’s casework officer for 
any further information. 

 

http://www.gloucestershire.gov.uk/schooladmissions
mailto:admissionpolicy@gloucestershire.gov.uk
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4.  Looked After Children/Previously Looked After Children Definition 

A 'looked after child' (1) or a child who was previously looked after but immediately after being looked after 
became subject to an adoption (2) child arrangements order (residency order) (3) or special guardianship 

order (4) including those who appear to the admission authority to have been in state care outside of 

England and ceased to be in state care as a result of being adopted (5). 
 

(1) A 'looked after child' is a child who is (a) in the care of a local authority, or (b) being provided with 

accommodation by a local authority in the exercise of their social services functions (see the 

definition in Section 22(1) of the Children Act 1989) at the time of making an application to a school. 

In Gloucestershire, such children are referred to as Children in Care. 

(2) This includes children who were adopted under the Adoption Act 1976 (see section 12 adoption 

orders) and children who were adopted under the Adoption and Children’s Act 2002 (see section 46 

adoption orders). 

(3) Under the provisions of s.12 of the Children and Families Act 2014. 

(4) See Section 14A of the Children Act 1989 which defines a ‘special guardianship order’ as an order 

appointing one or more individuals to be a child’s special guardian (or special guardians). 

(5) A child is regarded as having been in state care outside of England if they were in the care of or 

were accommodated by a public authority, a religious organisation, or any other provider of care 

whose sole or main purpose is to benefit society. 

 

5. Sibling Definition 

The admission criteria for North Cotswold Schools Federation Trust offers a higher priority for children with 
siblings who will be attending the school when the applicant child is admitted. For this purpose, sibling 
refers to brother or sister, half brother or sister, adopted brother or sister, stepbrother or sister, or the child 
of the parent/carer’s partner as well as children who are brought together as a family by a same sex civil 
partnership. In every case, the child must be living in the same family unit at the same address at the time 
of application. 
Where a child lives with both parents on a 50/50 (equal) basis, both parents must agree and confirm the 
pupil’s address, which must be the same address as the preference school has registered for the sibling 
connection to apply. The parents’ agreement and application must be made before the closing dates in order 
for the sibling connection to apply. 

 
6.  Twins and Children from Multiple Births 

Applications for twins and children from multiple births will be considered as individual applications. 
However, the Local Authority acknowledges the difficulties for families if children cannot attend the same 
school, for example if one child can be offered a place but not the other and therefore will aim to 
accommodate both/all children at one school where there is capacity to do so. This includes overriding the 
Infant Class Size restrictions which limit Reception, Year One and Year Two classes to a maximum of 30 
children per teacher, if one child from twins/multiple births can be offered a place when the other(s) 
cannot. 

 
7.   Children of UK Service Personnel or other Crown Servants 

The NCSF acts in accordance with the Local Authority’s Fair Access Protocol which has been devised to ensure 
that all admission authorities in Gloucestershire comply with the requirements of the School Admission Code to 
ensure that their procedures or criteria do not disadvantage children who arrive in the area outside the normal 
admissions round and that the particular challenges for children of UK service personnel and other Crown 
Servants are minimised. 
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8.   Normal Admission Round 

The term ‘normal admissions round’ refers to all applications for admission to the main year of entry of the 
school i.e. Reception for Infant and Primary Schools, Year 3 for Junior Schools and Year 7 for Secondary 
Schools. Applications made during the normal admissions round will be made in advance of the academic 
year in which the child is due to start at the new school. Children are entitled to a full-time place, however, 
may attend part-time until later in the school year but not beyond the point at which they reach 
compulsory school age. 

 
9.  Admission of Children below Compulsory School Age 

 
Children are entitled to a full-time place in the September following their fourth birthday and this will be 
the offer made by the Local Authority. However, where parents wish, children may attend part- time, or 
defer the date that they are admitted into the school to later in the school year, until they reach compulsory 
school age.  Your child must start full-time education once they reach compulsory school age. This is on 31 
December, 31 March or 31 August following their fifth birthday - whichever comes first. 

 
10. Admission of Summer Born Children for Reception Entry 

The Local Authority acknowledges the updated advice from the Department of Education that, 
parents/carers of “summer born” children (born between 1 April and 31 August) may request their child 
starts the Reception class of a school a whole academic year later. Parents can only apply for a reception 
place at a school once and must apply for a place during the standard application process timeline for their 
chronological year group, stating their reasons for requesting deferred entry to the following year. Please 
note that applications must be made to the admissions authority of the preferred school(s) by the deadline of 
31st March 2024 (to ensure that the child is not allocated a place in April for September 2024) with 
supporting evidence if appropriate. This can be done by contacting the Co- ordinated Admissions Team 
directly. The Local Authority will make a decision on behalf of all. 

 
11.  In-Year Admissions 

The Local Authority is not responsible for offering places to children on behalf of all schools, but the Local 
Authority does maintain the statutory duty of being responsible and aware of all pupils and vacancies 
within schools/academies within Gloucestershire. To apply for a place at a school in the North Cotswold 
Schools Federation Academy Trust school parents should therefore contact the school in the first instance. 
The school will consider the application within 10 school days and will send the parent an offer or refusal 
letter, detailing the parent’s right of appeal. The school will also advise the Local Authority of all pupils who 
have been refused a place at their school to ensure waiting lists are maintained centrally. 
  

12.  Oversubscription Criteria 

Where a school in the North Cotswold Schools Federation Academy Trust is oversubscribed (i.e. there are 
more applications than places available) initial offers will be made in accordance with their admission 
criteria. The admission criteria for North Cotswold Schools Federation Academy Trust are defined below.  

 

13. Admissions Criteria for Schools in the NCSF  

 

The Local Authority is responsible for admissions. For admission to reception, parents must submit their Common 
Application Form stating their preferred schools to the Access to Learning Team no later than 15th January 2025 

 

Where applications for admission exceed the number of places available (both in the normal round of admissions 

and for in-year admissions), the following criteria will be applied, in the order set out below, to decide which 

children to admit:  

 



 

 

5 

 

1. A 'looked after child' or a child who was previously looked after but immediately after being looked after became 
subject to an adoption, child arrangements order or special guardianship order (1) including those who appear to 
the admission authority to have been in state care outside of England and ceased to be in state care as a result of 
being adopted.  

2. Children who will have siblings attending the school at the time the applicant child is admitted.  

3. Children with the strongest geographical claim, measured in a straight line from the Ordnance Survey address 
point of the child’s home address (including flats) to the Ordnance Survey address point of the school, (using the 
Local Authority’s computerised measuring system, with those living closer to the school receiving the higher 
priority. 

 

 
14. Late Applications (Normal Admissions Round only) 

Where an application for a school place has been received ‘late’ i.e. after the relevant closing date for that 
round of allocations, the application will only be considered once children from all on-time applications 
have been allocated a school place, unless there are exceptional circumstances as agreed by the Senior 
Manager (Commissioning for Learning). 

 
15. Children’s Home Address 

Only one home address can be used for admission purposes. This is where the pupil resides, and we may 
ask for additional proof of this address. Where a child lives with both parents on a 50/50 (equal) basis, both 
parents must agree which of their addresses to use and confirm this before any closing dates. This must be 
either parental home. Additional proof of address may be requested before we can confirm that we are 
able to use an address for allocation purposes. The method in which the distance is measured from home 
to school can be found in the admission criteria. 

 
16. Fair Access Protocol 

Gloucestershire County Council has protocols in place to ensure that access to education is secured quickly 
for children who do not have a school place and that schools have an equitable spread of vulnerable 
children or those who are hard to place. All schools in Gloucestershire, including the North Cotswold 
Schools Federation Academy Trust encompassed by these admission arrangements, have signed up to the 
Fair Access Protocols and should a vulnerable child within these Protocols require a place at the school, they 
will take precedence over any child on the waiting list. All Fair Access Protocols are highlighted within the 
Gloucestershire Coordinated Schemes for Reception/Junior/Secondary and In Year Admissions. Full details 
of all of these protocols can be found at http://www.gloucestershire.gov.uk/education-and-
learning/school-admissions-scheme- criteria-and-protocol/school-admission-protocols/ 

 

17.  Exceeding PAN Protocol 

The County Council will act within the Schools Admission Code 2021 to ensure that it follows a fair, 
consistent and transparent method of offering places to children, but it does support the county-wide 
principle of allowing children to access a local school place. The Schools Standards & Framework Act. 

 

1998, Section 86, requires admission authorities to only refuse admission of pupils where it may 
compromise education to do so and therefore the School Admission Code 2021 does make provision for 
admission authorities to admit above their admission number during the admissions process to meet 
parental demand. The County Council, on behalf of all Community and Voluntary Controlled Schools will 
consider all applications for a school place in line with the school’s admission policy, taking individual 
cases into account in line with its Exceeding PAN Protocol – which sets out how the school will implement 
such flexibility in a transparent manner whilst ensuring sustainability of the whole school system. Full 
details of the Exceeding PAN Protocol can be found at http://www.gloucestershire.gov.uk/education-and-

http://www.gloucestershire.gov.uk/education-and-learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/
http://www.gloucestershire.gov.uk/education-and-learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/
http://www.gloucestershire.gov.uk/education-and-learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/
http://www.gloucestershire.gov.uk/education-and-learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/
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learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/ 
 

18. Waiting Lists 

Where any school is oversubscribed during the normal admission round for entry to the school (i.e. where 
all children requesting a place at a particular school have not been allocated one) the waiting list will be 
held until the end of the academic year. 

 
All waiting lists will be prioritised according to the school’s oversubscription criteria, regardless of the date 
the application was made, and should any places become available at the school they will be offered to the 
child at the top of the waiting list. 

          
19.   Appeals 

Where an application for a place in a school within the NCSF Trust is unsuccessful, parents will have the 
legal right to appeal. Notification of the appeal process will be included within the parent’s refusal letter.  
Parents have the legal right to appeal directly to the Governors of the preferred schools. Notification of the 
appeal process will be included with the parent’s refusal letter. 

 
The School Admissions Appeals Code requires normal admission round appeals to be heard within the 
following timescales: 

• For applications made in the normal admissions round, appeals must be heard within 40 school 
days of the deadline for lodging appeals 

• For late applications, appeals should be heard within 40 school days from the deadline for lodging 
appeals, or within 30 school days of the appeal being lodged. 

• For in year applications, appeals must be heard within 30 school days of the appeal being lodged. 
 

Requests for appeals relating to the main entry year of the school for September 2025 (i.e. Reception for 
Infant and Primary, Year 3 for Junior and Year 7 for Secondary) should be made to the Democratic Service’s 
Unit after Stage 2 of the admissions process detailed in the coordinated scheme for Gloucestershire.  

 

The results of all appeals must be forwarded to the Council by parents and the schools, as this may affect 
the availability of places for other applicants. 

 
Parents may appeal for more than one school if they wish. Normally only one appeal hearing per year per 
child for each school is allowed. A second appeal hearing will only be granted if there has been a significant 
change in circumstances since the first appeal was heard (e.g. a change of address or a change in the school’s 
circumstances). 

 
20.  St James and Ebrington C of E Primary School Admission  

 
St James and Ebrington is a split school site. Where possible the school will seek to accommodate parental choice 
with regards the site that pupils attend. Due to the nature of our dual site you will be asked to select a preference of 
site after you have been allocated a Place from the local authority.   

 
St James and Ebrinton C of E primary school is located at  
 

 
Ebrington, 
Chipping Campden, 
Gloucestershire 
GL55 6NL 
 

 
St James’, 
Pear Tree Close, 
Chipping Campden, 
Gloucestershire 
GL55 6DB

http://www.gloucestershire.gov.uk/education-and-learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/
http://www.gloucestershire.gov.uk/education-and-learning/school-admissions-scheme-criteria-and-protocol/school-admission-protocols/
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In the event of over-subscription in any of the categorised laid out in this policy, or to allocate any 
remaining places, the geographical distance from the centre of the nearer school site , measured in a 
straight line from the ordnance survey address point of the school to the ordnance survey address 
point of the school child’s home address (including flats), using the Local Authority's computerised 
measuring system, will be used to determine which child will be allocated a place and at which site, 
with those living closer to the school receiving the higher priority. 

 
21. Transport 

Some children will be entitled to transport to their school provided by the Local Authority and 
parents should refer to “School and College Transport” which can be found at 
http://www.gloucestershire.gov.uk/transport/school-and-college-transport/ 
 
 

22. Contacts in respect of these admission arrangements 
 
 

i) Amanda Johns - Fair Access Manager (Access to Education) – for any queries 
regarding the Local Authority’s admission arrangements or the admission 
practice of any other school in Gloucestershire and for any concerns relating to 
the admission strategy in the County, or the fairness of admission practice. 

 
ii) All queries regarding these admission arrangements should 

be emailed to admissionpolicy@gloucestershire.gov.uk 
 

http://www.gloucestershire.gov.uk/transport/school-and-college-transport/
mailto:admissionpolicy@gloucestershire.gov.uk

