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START
School/Academy receives in-year application 

from parent
Is there space available

at the School/Academy?

YES - there is space available. A 
place is offered and a letter is sent 

to the parent

NO - the year group is full so a place is 
refused. A letter is sent to the parent 
advising them of their right to appeal.

The appellant contacts the School/Academy requesting an appeal. School/Academy 
sends appeal paperwork and guidance notes to appellant.

The school/academy sends the appeal paperwork to Fair Access team as soon as possible  within 5 school days 
of receipt) (school.appeals@gloucestershire.gov.uk)

The Local Authority checks if there are any 
Schools/Academies available within a "reasonable"* 

travelling distance of their home address and/or the case 
meets criteria for an 'exception' under 'Infant Class Size 
regulations' as outlined in the 'School Admissions Code' 

(2014, p23-24)

YES - "reasonable" alternatives are 
not available (and case meets all other 
'pre-appeal criteria) and/or case falls 

under 'Infant Class Size' exceptions list 
- and the School/Academy is happy to 

offer. An offer letter is sent to the 
parent by the School/Academy 

following email confirmaiton of the 
pre-appeal decision.

NB : The school/academy can 
purchase pre-appeal for £75 in 

addition to their "appeal package." If 
the pre-appeal is processed before 

the appeal date, the School/Academy 
will retain the lodged appeal for a 

future date as part of their package.

Is it possible to pre-
appeal ?

NO - "reasonable"* alternatives are
available and therefore the case can 

proceed to full appeal hearing.

Does parent still wish 
to continue with the 

lodged appeal?

NO - if the appeal is
withdrawn or settled within 

10  school days of being 
submitted the 

School/Academy is not 
subject to being charged by 
the Access to Learning team 

(a cost from Democratic 
Services may still apply). 

NB : Any appeals 
withdrawn/cancelled after 

10 school days of being 
submitted (excluding a pre-
appeal decision upheld in 
the parents favour) will be 

charged at the full rate.

Local Authority sends completed appeal statement 
and map to the appellant and the appeal panel 

(allowing all parties 5 or more working days to assess 
the paperwork ahead of the appeal hearing)

Appeal is heard on scheduled date and decision letter is 
sent to the appellant and the school/academy within 5 

working days.

*A "reasonable distance" is defined as a aschool within 2 miles travelling 
distance (on an "available route") of the home address for a child up to the age 
of 8; or 3 miles for a child over the age of 8 years old.  For further information, 
please refer to the Gloucestershire "Home to School Transport Policy" (2017) -

further information can be found at:  
http://www.gloucestershire.gov.uk/media/16568/4-16-transport-policy-2017-

18.pdf

FINISH

The appellant returns the appeal paperwork to the School/Academy - allowing the 
Governoring body opportunity to assess the appellants case

FINISH

FINISH

YES - Local Authority schedules appeal (service must be 
purchased from Democratic Services by School/Academy -
DemocraticServices@gloucestershire.gov.uk) - Appellant

must allow up to 25 school days before the appeal date 
from the date the paperwork is received by the Local 

Authority.


