
 

School advise 
admissions of 
refusal. 

 

School to contact parent and advise 
parent they as they are now on roll, child 
should be attending.  
 
 
If parent refuse to send child to school-
school to  follow non attendance 

procedures.  

If this has not been received in writing 
or by email from parent school should 
write/email confirming refusal and that 

place will be withdrawn. 

Admissions to ensure 
parent applying for other 
schools and refer to 

SAT as appropriate. 

      ADMISSIONS MEETING 
 
School should meet with parent and 
child and check address evidence and 
DOB. 
School to agree start date with parent 
and advise parent that as from the 
agreed start date the child will on roll 
with them and off roll from previous 
school. 

PARENT FAILS TO 
CONTACT SCHOOL ON 
RECEIPT OF OFFER 
LETTER 
(sent to parent the day 
after the allocation list 
sent to school). 
Letters sent every Friday 
1st class post, so parents 
should be contacting 
schools by the following 
Monday unless FAP 
checks pending as 
indicated on allocation 
list. 

 

School should contact 
parent to arrange 
admissions meeting 

and start date.  

PARENT INDICATES 
TO SCHOOL THEY ARE 
REFUSING THE PLACE 
OFFERED.  

 

If Admissions receive a refusal direct they will advise the school and carry out any necessary referrals to SAT. 
 
Please contact the Admissions Team at any stage for further advice. 
If there are any other circumstances which could potentially hold up the admission of a child, please flag this up to the Admissions Schools contact Admissions on 
02392 68 8150 or  8589 - do NOT give this number to parents- for school use only.  
 
Parents contact Admissions on 023 92 68 8008.              Sep 2015 
 

 

IN YEAR APPLICATIONS - POST ALLOCATION PROCESS  1.  (for children flagged as "LID" on allocation list  
which means "new to country" follow process 2).   
 

                           

 

PARENT HAS BEEN 
GIVEN AN ADMISSION  
START DATE BUT NOT 
TURNED UP. 
 
Admission start date 
means parent has 
accepted place and child 
will be on roll at new 
school on that date and 
off roll at any previous 
school. This should be 
made clear at the 

admission meeting. 

If no 
response, 
school to refer 
to Admissions 
Team to make 
an initial 
check.  
 

 

If no response to contact by 
Tuesday school should 
write/email to parent informing 
them if no response by DATE 
then place will be withdrawn - 

Use the Friday of that week as 
the deadline date.  
School to give vacancy to 

Admissions to fill on Friday. 

Admissions to 
refer to SAT if 
can't make 
contact and 
child out of 

school.  


