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TO: ADULT SOCIAL CARE, CHILDRENS SERVICES AND EDUCATION 
COMMITTEE 

DATE: 18 January 2023  

TITLE: SCHOOL ADMISSIONS ARRANGEMENTS 2024/25 

LEAD 
COUNCILLOR: 

RUTH McEWAN PORTFOLIO: EDUCATION 

SERVICE: BFfC WARDS: BOROUGHWIDE 

LEAD OFFICER: BRIAN GRADY TEL: 

JOB TITLE: INTERIM EXECUTIVE 
DIRECTOR OF 
CHILDREN’S SERVICES, 
EDUCATION AND 
EARLY HELP 

E-MAIL: Brian.Grady@BrighterFut
uresforChildren.org 

1 PURPOSE AND SUMMARY OF REPORT 
1.1 This report invites the Committee to determine; 

- The admissions arrangements for Community Primary Schools in Reading for the
school year 2024/25.

- The coordinated scheme for primary and junior schools for the 2024/25 school
year.

- The coordinated scheme for secondary schools for the 2024/25 school year.
- The Relevant Area 2024.
- Maps of the Primary catchment areas.

1.2 These arrangements for 2024/25 comply with the School Admissions Code 2021. 

2. RECOMMENDED ACTION
2.1 That the scheme attached at Annexes A, B and C as the admissions arrangements 

for 2024/25 for community schools in Reading and the local arrangements for 
complying with the national coordinated primary school admission procedures for 
the allocation of primary school places for residents of Reading Borough be agreed. 
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2.2 That the scheme attached at Annex D as the local arrangements for complying with 
the national coordinated secondary admissions procedure for the allocation of 
secondary school places for 2024/25 for residents of Reading Borough be agreed. 

2.3 That the relevant area as attached in Annex E which sets out the organisations that 
must be consulted for any admissions arrangements for schools in Reading be 
agreed. 

3. POLICY CONTEXT 
3.1 School admissions are subject to detailed requirements, set out in law and 

particularly the School Admissions Code 2021, published by the Government and 
approved by Parliament.  As part of those requirements, local authorities must 
draw up schemes for coordinating admissions to all maintained schools in their 
area.   The purpose of coordinated schemes is to ensure that every parent/carer of 
a child living in Reading who has completed and submitted an on time application 
receives one offer of a school place at the conclusion of the normal admissions 
round.  The schemes set out a process and timescale to enable the offer of a single 
school place.  They do not affect the right of individual admission authorities to set 
and operate their own admission arrangements but they do include arrangements 
for resolving multiple offers, where a place can be offered at more than one school.  
Reading Borough Council is the admitting authority for community and voluntary 
controlled schools within the borough. 

3.2 In addition, the Council is also required to determine the admission policy for 
community schools which includes the number of places to be made available at 
each school and the oversubscription criteria to be applied where there are more 
applicants than places available. Where the over-subscription criteria include 
catchment areas these must also be approved. The governing bodies of academies, 
free schools, voluntary aided and foundation schools are required to determine 
their own admission number and oversubscription criteria.  Those schools also 
operate their own arrangements as part of the coordinated scheme – and where 
they are oversubscribed, continue to decide which applicants best meet their 
oversubscription criteria. 

3.3 Reading Borough Council last consulted on the policy in 2018 and therefore there is 
no duty to consult this year.  

3.4 Reading Borough Council deliver its school admissions service through Brighter 
Futures for Children (BFfC). BFfC is an independent, not-for-profit company, wholly 
owned by Reading Borough Council, set up in December 2018 to deliver children’s 
services, early help, education and SEND services in Reading 

3.6 The documents must be determined by the 28 February 2023 to ensure Reading is 
compliant with the school admissions code and published on the BFfC website by 
15 March 2023.  
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4.   THE PROPOSAL 

4.1 Primary and Secondary School Co-ordinated schemes 2024-25 

These schemes have been amended to reflect appropriate dates. Both policies were 
approved on the previous consultation for 2018 entry and there are no significant changes. 

4.2 Admission Policy for Community Primary, Infant and Junior Schools 2024-
2025 

The policy has no significant changes from the proposals for 2023/24.  

4.3 Relevant Area 

The Relevant area outlines the organisations that must be consulted by all schools in Reading 
when consulting on admissions policies. No amendments have been made to this. 

5. CONTRIBUTION TO STRATEGIC AIMS 
5.1 The admission schemes contribute to the aims of ensuring that there are good education, 

leisure and cultural opportunities for people in Reading. 

5.2 It also contributes to the aims to establish Reading as a learning City and a stimulating and 
rewarding place to live and visit. 

6 ENVIRONMENTAL AND CLIMATE IMPLICATIONS 
6.1 The Council declared a Climate Emergency at its meeting on 26 February 2019 (Minute 48 

refers). 

6.2 Where possible children are placed as near as possible to their local school. Parental   
preference and the need to divert children to other schools that are not their preference, 
means that some children are placed in schools outside their local community. This can have 
an impact on travel by public transport and in cars. 

7. COMMUNITY ENGAGEMENT AND INFORMATION 
7.1 Section 138 of the Local Government and Public Involvement in Health Act 2007 places a 

duty on local authorities to involve local representatives when carrying out "any of its 
functions" by providing information, consulting or "involving in another way". 

7.2 This duty has been met. We have a statuary duty to consult every 7 years on the coordinated 
scheme for school admissions. We last consulted between 17 October 2018 and 10 
December 2018 as per the school admission code. The outcome from that was reported to 
ACE on the 14 February 2019. 

8. EQUALITY IMPACT ASSESSMENT 
8.1 Under the Equality Act 2010, Section 149, a public authority must, in the exercise of its 

functions, have due regard to the need to— 
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• eliminate discrimination, harassment, victimisation and any other conduct that is 
prohibited by or under this Act; 

• advance equality of opportunity between persons who share a relevant protected 
characteristic and persons who do not share it; 

• foster good relations between persons who share a relevant protected characteristic 
and persons who do not share it. 

8.2 An Equality Impact Assessment (EIA) is not relevant to this decision 

9. LEGAL IMPLICATIONS 
9.1 Compliance with School Admissions Code (2021)  

10. FINANCIAL IMPLICATIONS 
10.1 None arising directly from this report  

11. HR IMPLICATIONS 
11.1 None arising directly from this report  

12. COMMUNICATION IMPLICATIONS 
12.1 The new policies will be shared with all local Schools and neighbouring local Authorities by 

the School Admission Team. The new 2024 admissions guides will be updated as will the 
relevant pages on the BfFC website.  

13. BACKGROUND PAPERS 
13.1 supporting regulations, the Explanatory Memorandum  

https://www.legislation.gov.uk/uksi/2021/570/contents/made
https://www.legislation.gov.uk/uksi/2021/570/memorandum/contents
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Introduction 
 
Reading Borough Council delivers its school admissions service through Brighter Futures for 
Children (BFfC). BFfC is an independent, not-for-profit company, wholly owned by Reading 
Borough Council, set up in December 2018 to deliver children’s services, early help, education 
and SEND services in Reading.  
 
The Reading coordinated scheme was last consulted on between 17 October 2018 and 10 
December 2018. There have been no significant changes since that consultation took place, 
therefore no requirement for a public consultation. 

 
This Scheme is made under section 84 of the Standards and Framework Act 1998 and in 
accordance with the school Admissions (Admissions Arrangements and Coordination of 
admissions arrangements (England) Regulations 2014.  
 
The purpose of this coordinated scheme for primary/infant/junior school admissions is to 
ensure that every parent/carer of a child resident in Reading Borough, who has applied, 
receives one offer of a school place at the conclusion of the normal admissions round.  At its 
heart is clear communication between Reading school admissions, other Local Authorities, 
community, and all state schools in Reading.   
 
Parents/carers who live in the Borough of Reading must apply to Reading school admissions 
if they require a place for their child in any state school as part of a routine admissions round, 
including schools in other local authorities, academies and free schools. Applications cannot 
be submitted to a school or to the local authority in which the school is situated. 
Parents/carers living within any other local authority areas must apply through their own local 
authority admissions service. 
 
Coordination with Reading school admissions does not affect the right of individual admission 
authorities to set and operate their own admission arrangements. Admission authorities for 
Reading schools will need to comply with the timetable set out below. 
 
These arrangements deal mainly with a child’s first admission to school during the school year 
from September 2024 to August 2025. The children concerned are those born between 1 
September 2019 and 31 August 2020.  The place offered is a full-time place from September 
2024.  
 
Admission to Junior School in September is for children born between 1 September 2016 and 
31 August 2017. 
 
National Offer Day for Primary and Junior Admissions is 16 April 2024 
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Applications 
 
Reading Borough Council will put in place procedures that, where possible, ensure all 
parents/carers living in the Borough of Reading (with a child eligible to start school in 
September 2024) will be aware of the application process. Children on roll at a Reading 
nursery school/early years setting in September 2023 will receive information about how to 
apply in November 2023.  
 
Children living in Reading and attending an infant school will be sent information about the 
application process for admission to a junior school.  
 
Parents/carers are encouraged to apply online via the Reading Parent Portal. The site will be 
open from 10 November 2023 until 15 January 2024.  
 
Parents/carers will be invited to list four schools and rank them in order of preference. 
Parents/carers may also give reasons for their preferences. Parents/carers may list any state 
schools, including those outside the local authority; this includes academies, voluntary aided 
and voluntary controlled Schools. 
 
The Reading common application form (and the online terms and conditions) will include a 
statement requiring parents to confirm they have read the Guide for Parents and Carers and 
accept the policies and procedures in that document. 
 
Parents/carers should return their completed forms directly to the school admissions team 
at BFfC.  

Parents/carers will complete the common application form online by the agreed deadline. 
The school admissions team will validate the application address. Validation, where 
possible, will be by reference to Council Tax data held by the local authority. Where this is 
not possible, proof of residence will be required in the form of ownership documents or 
tenancy agreement. 

Where, as part of its admission arrangements, a school requires additional information, 
parents/carers may also choose to complete a supplementary form to support their 
application. This should be submitted separately to the school.  The Guide for Parents and 
Carers will identify those Reading schools for which a supplementary form may be necessary. 
These forms will be available from the BFfC website. Supplementary forms are not 
applications and parent/carers must apply to Reading school admissions either on the 
common application form or online.  
 
The National Closing Date is 15 January 2024. 
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Late Applications 
Applications received after the closing date will be treated as ‘late’ applications. However, if 
the late submission of the application is caused by extenuating circumstances (e.g. sudden 
illness or death of a close family member or the family having very recently moved to the 
area). the application may be accepted as “on time”. The reason for late submission must be 
supported with documentary evidence received before 1 February 2024.  
 
Where no evidence is provided, it will be assumed that the application could reasonably have 
been submitted by the closing date. In such cases, the application will be treated as late and 
considered after all on time applications have been allocated. 
 
All applications received from the 2 February are considered late and will be passed to the 
appropriate admission authority in Reading (or to the appropriate local authority) 
approximately two weeks after National Offer Day. 
 
In these cases, parents/carers will be informed about the outcome of their application as 
per the timetable below, after National Offer Day. Unsuccessful applications for 
oversubscribed schools will be added to the waiting lists of those schools and ranked 
according to their oversubscription criteria.  

Late applications will be processed approximately two weeks after national offer day. The 
first round of post-National Offer Day allocations will be at the end of May 2024. After this 
date late application will be processed regularly. In each case, the cut-off date for 
consideration in each round of allocations will be 1 week prior to the allocation date. 

Changes of preference 
Changes of preference must be submitted using a new application form (paper or online). If 
received by the school admissions team before 15 January 2024 it will be accepted as on time 
and will replace any previous application.  Any preferences to be retained from a previous 
application should be listed on subsequent applications. 
 
Changes of preference received after 15 January 2024 will be treated as late applications in 
the way described above. However, applications for late change of preference where there 
are extenuating circumstances (e.g. sudden illness or death of a close family member or the 
family having very recently moved to the area) may be treated as on time, provided written 
evidence is supplied to support the late submission.  This should be received by the school 
admissions team before 1 February 2024. If no evidence is provided, the application will be 
treated as late. Any application for change of preference(s) received after 1 February 2024 
will replace any previous application and be marked as late.  
 
Please think very carefully about submitting an application after this date, particularly if you 
have already submitted an on time application. 
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Approximately two weeks after National Offer Day, late changes of preferences will be passed 
to the appropriate admission authority in Reading or to the appropriate local authority to be 
considered. 

Change of Address 
As required by the School Admissions Code 2021, changes of address made after 15 January 
and before 1 February 2024 may be considered as on time. If an applicant changes address 
after the 1 February 2024 they will need to submit a new application, based on the new 
address. The new application will be marked as late and their previous application may be 
withdrawn.  Documentary evidence of the change of address will be required. 

Processing Applications 

Exchange of information 
As per the timetable below, the Reading school admissions team will forward applications to 
other local authorities and admission authorities in Reading. At the same time other local 
authorities will forward applications to Reading for their residents to be considered for 
Reading schools.  
 
Depending on the arrangements agreed with the governing body of each school, the school 
admissions team will provide the school with relevant information to enable them to rank 
against their oversubscription criteria, as per the timetable. Reading school admissions will 
not pass on the details of the parent/carers preference ranking to the school, and no school 
will be told about other schools a parent has listed. 
 
As per the timetable, each admission authority in Reading will rank the applications according 
to their published oversubscription criteria and return ranked lists to the school admissions 
team.  
 

Resolving multiple offers 
As per the timetable, Reading school admissions will inform other local authorities of places 
offered in Reading schools to their residents. During the exchange of information, Reading 
school admissions will consider all cases where a child can be offered more than one of their 
preferences.  In such cases, a place offered will be at the school a parent/carer listed highest 
in preference.   
 
If a place cannot be offered at one of the preferred schools listed by the parent/carer, a place 
will normally be offered at the catchment school (if that school has spaces remaining) or, the 
nearest Reading school with a place available.  If the offered school is one where Reading 
Borough Council is not the admission authority, this will be in consultation with the governing 
body of the school in question. If the nearest school with places is a faith school, 
parents/carers will be offered this as an option. Should the parent/carer be unhappy with a 
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faith school being offered, they will be informed of other schools with available spaces (which 
may be further from their home). Where no places are available at any Reading schools, 
parents/carers will be informed and alternative schools (outside Reading Borough) may be 
offered. Such an offer will depend on availability and the agreement of the appropriate 
admission authority. This will not preclude parents/carers from requesting an alternative 
school, nor from lodging an appeal for their preferred school with the admission authority. 
 

Informing schools  
As per the timetable, the school admissions team will send each Reading primary and infant 
school a list of pupils to be offered a place at their school. This will be confidential to the 
school and must not be passed on to parents/carers.  
 

Informing Parents 
On National Offer Day, parents/carers who submitted an “on time” online application will 
receive an email with a formal offer and may view their offer online.  
Parents/carers who submitted a paper application will receive details of their offer by letter 
(posted 2nd Class). The formal offer will identify whether the offer is made on behalf of the 
governing body of a school or another local authority.  The letter will: 

- Inform parents/carers of their child’s offered school. 
- Indicate how to accept the offer and the deadline for accepting. 
- Provide information about the right to defer admission to a later term and any 

option for part-time provision. 
- Provide information on school transport. 

If the school offered is not their first preference, parents/carers will also be supplied with 
the following information: 
 

- Where they can find information showing how places were allocated at 
oversubscribed schools in Reading. 

- How to submit an appeal. 
- If the place offered is not their highest preference school(s), the child’s name will be 

added to the waiting list(s) of any school(s) they listed higher in preference. 
Parents/carers are required to advise Reading school admissions if they do not wish 
their child’s name to remain on a waiting list.  

- Contact information for other local authorities. 

Waiting Lists 
Two weeks after National Offer Day, ‘waiting lists’ will be administered for schools with more 
applicants than places available. A child’s position on a waiting list is determined by the 
oversubscription criteria of the school. When a place becomes available, it will be offered to 
the child who is top of the waiting list. A child’s position on a waiting list may go up or down 
for a number of reasons (e.g. pupil withdrawals or new and revised applications). When a 
place is allocated from the waiting list, the child’s current allocation (for a lower preference 
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school) will be removed and allocated to another student, if appropriate. It is the 
responsibility of the parent to inform the school admissions team if they no longer wish for 
their child to remain on the waiting list of a school.  It will be assumed that a child is to remain 
on the waiting list of all schools listed higher in preference to one offered (unless the 
parent/carer indicates otherwise). 
 
Waiting lists, for all schools in the Reading Borough, will be kept until 31 August 2025. After 
this date, the policy of the individual school(s) will be followed. When the coordinated 
admissions round ends, on 31 August 2024, waiting lists will continue to be managed as part 
of the In-Year admissions process and follow the individual policy of the school.  

Withdrawing a place 
If the offered place is not accepted within four weeks of national offer day, Reading school 
admissions will send a reminder and allow a further seven days for a reply. If there is still no 
response, the offer may be withdrawn. If it arises that a school offer was based on fraudulent, 
or intentionally misleading, information (which denied the place to another child), the place 
will be withdrawn 

Requests for admission outside the normal age group 
Parents/carers  may request their child be admitted outside the year group suggested by the 
child’s date of birth (i.e. admission to Reception, rather than Year 1, in September 2025). In 
such cases, applicants should apply using the common application form by 15 January 2024. 
They should also complete the offset request form (having read the separate guide). The 
offset request form should be submitted to the school admissions team before 1 February 
2024 to be considered prior to National Offer Day. The application will be forwarded to the 
relevant admissions authority of the listed schools for consideration and the school 
admissions team will seek the views of the child’s early years setting. Each case will be 
carefully considered by the admissions authority. Parents/carers will be informed of the 
decision in writing, before the National Offer Day, setting out clearly the reasons for the 
decision. Any request received after 1 February 2024, will be processed after National Offer 
Day. 
 
If the offset request is agreed, parents/carers must formally accept it. Following this, their 
application submitted for September 2024 is withdrawn. Parents/carers are not told which 
school their child was allocated before accepting/declining the offset. A new application must 
then be submitted in the following year for entry from September 2025. 
 
Requests for schools outside Reading will be referred to the relevant local authority for 
consideration under that Council’s scheme. 
 
One admission authority cannot be required to honour a decision made by another admission 
authority on admission outside the normal age group. Therefore, if an application for 2025 
entry lists different schools to the application withdrawn in 2024, it will (if required) be 
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forwarded to different admissions authorities for their consideration. Where this is the case, 
the offset request form must be resubmitted. 

Disputes between Parents 
Anyone with parental responsibility may apply for their child’s school place and list up to four 
preferred schools. However, the child’s address on the application should be recorded as the place 
they spend most of the week as set out in our definition of ‘Home Address’  

When completing application forms, parents/carers must tick to confirm they have parental 
responsibility for the child and that their application is made with the agreement of all parties having 
parental responsibility.  

Where parents disagree over which school preferences should be named, we recommend starting 
the following process as early as possible as national closing dates are fixed and cannot be extended 
under any circumstances. 

We urge parents to work together in the best interests of their child; it is advised that the applicant 
should inform all other parties who have parental responsibility before submitting the application. 

All parties should agree with the school preferences to be listed. Any disagreements should be 
resolved before an application is submitted. If parents are unable to reach an amicable agreement, 
they should seek legal advice or recourse through the Family Court. 

You should note that the local authority will only process one application per child and will only 
make one offer of a school place. 

Where more than one application is received, the local authority (or local authorities if parents 
submit applications to more than one) will contact both applicants to advise that more than one 
application has been received and request they complete one application with one set of 
preferences for their child. 

We will not mediate between parents where there is a dispute. Only one application will be 
accepted and the final decision will rest with the local authority after all submitted evidence has 
been considered.  

All evidence must be received by published closing dates, at which point a decision will be made as 
to which application is processed. The local authorities concerned may contact early years or 
education settings noted in the application, or other professionals working with the child where 
applicable, to assist in their decision making. Any evidence provided after the closing date which 
affects the content or processing of the application, may render the application late, and delay an 
offer of a school place. 
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In-Year Admissions 
The In- Year admissions arrangements for the school year, September 2024 - July 2025 will 
use the determined policies of 2024/2025. 

Parents/carers seeking admission for their child into Year 1 – Year 6 of a primary/infant or 
junior school in Reading Borough must apply to Reading school admissions. Parents/carers 
may apply direct to some voluntary-aided, academy or free schools in the Borough, however, 
the majority most of these schools have opted to be part of the coordinated admission 
arrangements and applications are normally submitted to the Reading school admissions 
team. A list of schools to which a direct application is necessary is available from the BFfC 
website. Where a school listed is in another local authority, the parent/carer will be advised 
to apply directly to that local authority and the application for that school will follow the 
relevant local authority’s scheme 

Timetable for the Primary & Junior School Admissions Round 2024-25 

Action Date 
Guide for Parents and Carers to be placed on BFfC 
Website. 

By 1 September 2023 

Parents/carers to receive application information. By 10 November 2023 

Online admissions site open. 10 November 2023 – 15 
January 2024 

National Closing date for receipt of applications.  15 January 2024 

Late/change of preference applications accepted in 
extenuating circumstances, written support must be 
submitted at time of application. 

1 February 2024 

Application details sent to voluntary-aided/Academes 
schools in Reading and other local authorities. 
Own Admissions Authority schools to provide Reading 
school admissions team with a list of children ranked 
according to the school’s oversubscription criteria. 

During February 2024 

Coordination between other local authorities of offers 
that can be made to their residents in Reading schools.  

By 2 April 2024 

National Offer Day - Offer notifications sent to Reading 
Residents 

16 April 2024 

Deadline for parents to accept. 1 May 2024 
Late applications for over-subscribed schools added to 
the waiting lists/change of preferences processed. 

From 2 May 2024 

Coordination with other LA’s ends. 31 August 2024 
Waiting lists held for Reading schools. 
 

Until at least 31 July 2025 
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Introduction 
Reading Borough Council is the admitting authority for community and voluntary controlled schools 
within the borough.  
 
Reading Borough Council delivers its school admissions service through Brighter Futures for Children 
(BFfC). BFfC is an independent, not-for-profit company, wholly owned by Reading Borough Council, 
set up in December 2018 to deliver children’s services, early help, education and SEND services in 
Reading 
 
This document sets out the local authority’s admission arrangements for entry to schools in 
September 2024.  
 
The Reading School Admissions policy was last consulted on between 17 October 2018 and 10 
December 2018. There have been no significant changes since that consultation took place, 
therefore no requirement for a public consultation. 
 
These arrangements comply with the School Admissions (Admission Arrangements and Coordination 
of Admission Arrangements) (England) (Amendment) Regulations 2014, the School Admissions Code 
2021 and the School Admissions Appeals Code 2022. 

 

Other admitting authorities within Reading Borough Council 
Voluntary aided schools, free schools and academies are their own admitting authorities and are 
required to publish their own proposals for consultation (if required) and determine their own 
admissions arrangements. Details of their proposals and/or determined arrangements should be 
obtained from each individual school. 
 
National Offer Day for Primary and Junior Admissions is 16 April 2024 

 

Cohort 
Applications for children born between 1-9-2019 and 31-8-2020 will be considered for 
admission to a reception class in 2024 as part of the 2024/2025 routine admission round. 
Applications for admission to junior schools in September 2024 will be considered for 
those born between 1-9-2016 and 31-8-2017. 
 

Admission of children outside the normal age to Reading Borough 
Council Community Primary Schools 
Children are normally allocated school places according to their chronological age.  However, 
parents may request their child be placed outside of their normal age group, for example, if the child 
is gifted and talented or has experienced problems such as ill health. In addition, the parents of a 
summer born child may choose not to send that child to school until the September following their 
fifth birthday and may request that they are admitted out of their normal age group – to Reception 
rather than Year 1 - in September 2025. 
 
Reading Borough Council, as the Admission Authority for community primary schools, will consider 
each case individually and determine what is in the best interest of the child, taking into account:  
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- The parent’s/career’s views.  
- Information about the child’s academic, social, and emotional development from their current 

setting.  
- The child’s medical history and the views of a medical professional (where relevant).  
- Whether the child has previously been educated out of their normal age group.  
- Whether the child may have fallen into a lower age group had they not been born 

prematurely.  
- DfE document ‘Advice on the admission of summer born children’. 
- DfE document ‘School Admissions Code’ 
- LGO document ‘Summer born admissions. 
- The views of the head teacher of the school(s) concerned  
- The views of the child’s early years setting (if attending one) 

 
To request a child’s admission be delayed to September 2025, parents/carers need to read the 
offset guide and complete the required form. It is recommended they make an application for a 
Reception place in the normal way for September 2024 by 15 January 2024 so that the application 
can be considered.  Each case will be reviewed, and parents/carers will be informed of the decision 
in writing, before the National Offer Day, setting out clearly the reasons for the decision. If the 
request to delay admission is agreed, the parents/carers must issue a formal acceptance, declaring 
their intention to proceed on this basis. In this case, the application submitted for September 2024 
entry will be withdrawn (before a Reception place is offered) and a new application must then be 
submitted (for entry in September 2025) when the next primary admissions round opens in 
November 2024. Parents/carers will not be made aware of the school they would have been 
allocated before the decision is accepted or declined. The decision made by Reading school 
admissions panel is not binding on any other Admission Authority and therefore schools may come 
to different decisions based on the evidence. If the request is refused, parents must decide 
whether to accept the offered place for Reception 2024 or refuse it and make an in-year 
application for a Year 1 place in September 2025.  

 

Oversubscription Criteria for Community Primary and Infant Schools 
Children with an Education, Health and Care Plan (EHCP) naming a community primary or infant 
school will be allocated a place above all other children.  

 
The oversubscription criteria take no account of the parent’s/carer’s order of preference. 
Applications for each school named by the parents/carers will be ranked according to the criteria set 
out below if there are more applications than places available. 

 
Category  Notes 
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, or special 
guardianship order 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. 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 

Provided appropriate 
evidence is submitted – See 
Note 1. 
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definition in Section 22(1) of the Children Act 
1989). 

2 Families who have strong medical or social grounds 
for their child’s admission to a particular school. 

See Note 2. 

3 Children whose permanent home address is in the 
catchment area of the school and have a sibling at 
the school at the time of application who is 
expected to be attending the school when the child 
is due to start school.  

This category may apply in 
other circumstances - See 
Notes 3 and 4. 

4 Children whose permanent home address is in the 
catchment area of the school. 

 

5 Children whose permanent home address is not in 
the catchment area of the school but have a sibling 
at the school at the time of application who is 
expected to be attending the school when the child 
is due to start school.  

See Note 4. 

6 Children in receipt of Early Years Pupil Premium 
(EYPP) at the time application who attends the 
nursery unit at the school. 

 

7 Other Children  
 

Priority within the Oversubscription Criteria 
Within each of the above categories 1-6 and 8, priority will be given to children who are in receipt of 
the Early Years Pupil Premium (EYPP), Service Premium or Pupil Premium (PP) at the time of 
application. To be considered for these priorities, parents/carers will be required to complete a 
Supplementary Information Form which must be endorsed by the child’s current school or nursery 
confirming that they receive Early Years Pupil Premium (EYPP), Service Premium or Pupil Premium 
(PP) for the child. This form must be completed and returned to the school admissions team prior to 
1 February 2024 in order that this priority may be awarded on time for the routine admissions 
round. Any applications received later than this date will be awarded the priority after national offer 
day. 
 

Oversubscription Criteria for Community Junior Schools – Geoffrey 
Field Junior School  
Children with an Education, Health and Care Plan (EHCP) naming the school will be allocated a place 
above all other children.  

 
The oversubscription criteria take no account of the parent’s/carer’s order of preference and 
applications for each school named by the parents/carers will be ranked according to the criteria set 
out below if there are more applications than places available. 

 
Older siblings still attending the linked junior school will be considered as siblings for admission to 
the infant school. 
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Category  Notes 
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, or special 
guardianship order91 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. 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). 

Provided appropriate 
evidence is submitted – See 
Note 1. 

2 Families who have strong medical or social grounds 
for their child’s admission to a particular school. 

See Note 2. 

3 Children whose permanent home address is in the 
catchment area of the school and have a sibling at 
the school, or Geoffrey Field Infant School at the 
time of application who is expected to be attending 
the school when the child is due to start school.  

This category may apply in 
other circumstances - See 
Notes 3 and 4. 

4 Children whose permanent home address is in the 
catchment area of the school. 

 

5 Children whose permanent home address is not in 
the catchment area of the school but have a sibling 
at the school or Geoffrey Field Infant School at the 
time of application who is expected to be attending 
the school when the is due to start school.  

See Note 4. 

6 Children who are attending Geoffrey Field Infant 
School at the time of application. 

 

7 Other Children.  
 

Priority within the oversubscription criteria 
Within each of the above categories 1-6 and 8, priority will be given to children who are in receipt 
of the Early Years Pupil Premium (EYPP), Service Premium or Pupil Premium (PP) at the time of 
application. To be considered for these priorities, parents/carers will be required to complete a 
Supplementary Information Form which must be endorsed by the child’s current school 
confirming that they receive Early Years Pupil Premium (EYPP), Service Premium or Pupil Premium 
(PP) for the child. This form must be completed and returned to the school admissions team prior 
to 1 February 2024 in order that this priority may be awarded on time for the routine admissions 
round. Any applications received later than this date will be awarded the priority after national 
offer day. 
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Notes relating to the above oversubscription criteria. 

Note 1 – Category 1 – Looked After Children and Previously Looked After Children 
A ‘Looked After’ child 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 as defined in Section 22(1) of the 
Children Act 1989 at the time of making an application for a school place.  
  
A previously ‘Looked After’ child is a child who was looked after but has been adopted or became 
subject to a child arrangement order or special guardianship order immediately following having 
been ‘Looked After’. Confirmation will be required from the local authority that last looked after the 
child that the child was looked after immediately prior to the issuing of one of the following orders: 
 
An adoption order is an order under the Adoption Act 1976 (see Section 12 adoption orders) and 
children who were adopted under the Adoption and Children Act 2002 (see Section 46 adoption 
orders).  A ‘child arrangements order’ is an order settling the arrangements to be made as to the 
person with whom the child is to live under Section 8 of the Children Act 1989 as amended by 
Section 14 of the Children and Families Act 2014. Section 14A of the Children Act 1989 defines a 
‘special guardianship order’ as an order appointing one or more individuals to be a child’s special 
guardian (or special guardians). 
 

Children who were previously in state care outside England 
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. 
The care may have been provided in an orphanage or other setting but the child may have been 
adopted and is no longer in state care.  Evidence of the previously looked after status and/or the 
adoption will be requested.  Where such evidence is not available, the Admissions Authority will work 
closely with BFfC Virtual School for Children Looked After to make a pragmatic decision based on the 
information available so that there is a local consistent approach. 
 

Note 2 – Category 2 Medical/Social Reasons 
When applying under criterion 2, families who have strong medical or social grounds for their child’s 
admission to a particular school must provide written evidence.  This should come from an 
independent professional aware of the case relating to the child, parent/carer or other children 
living at the same address (e.g. doctor, hospital consultant or psychologist for medical grounds or 
registered social or care worker, housing officer, the police or probation officer for social needs). 
This evidence must: be specific to the school in question; show why that school is the most suitable; 
what facilities will benefit the child, and why no other school can offer the same support. It is not 
enough for the professional to report what the parent/carer has told them. 
 
If failure in awarding this priority would result in no appropriate school being allocated, the panel, 
after taking considering the evidence submitted, the parental preference and the catchment school, 
will allow categorization of medical/social grounds to the most appropriate school. This applies to 
those children whose social/medical needs can be met by one than one school but not many 
schools. For example, when reasons are due to mobility issues and a number of schools are equal 
distance and failure to award this would result in no appropriate school being allocated.  
 
In addition, this category includes children who are subject to a child arrangement order or special 
guardianship order awarded to a family member in order to prevent the child being taken into care 
by a local authority. A copy of the order must be provided. 
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No individual officer will take responsibility for determining whether a case is ranked in the category. 
A panel of officers in the form of the School Admissions Panel will make the final decision. Evidence 
must be provided by 1 February 2024 to be considered as on time for National Offer Day. If evidence 
is received by the team after this date then it is at the discretion of the panel whether to accept 
these documents for “on time” allocations. The admissions team will not prompt parents to send 
evidence to support admission under this category but they may ask for further evidence if this is 
required to make a decision. If evidence is received before the 1 February 2024 parents will be 
informed, in writing, before National Offer Day as to whether this has been granted. This is not a 
guarantee of a place at a particular school. 
 

Note 3 – Category 3 – Siblings  
Children whose home address is in the former catchment area of a school and have a sibling at the 
school and that sibling was admitted to the school from the same address will be treated as category 
4 of the oversubscription criteria. 
 

Note 4 – Category 3 – Siblings  
If parents/carers applied for a place at their catchment area school for their child and it was not 
possible to offer a place at that school because the school was oversubscribed, a sibling protection 
applies. Where the child was admitted to a lower preference Reading community primary school or 
allocated a place by the authority at an alternative Reading community primary school, the 
application for any younger siblings for that school will be treated as “catchment area” and 
considered under category 4. Where a parent does not list all schools in the catchment area for the 
home address at the time of application and a place would have been offered at a catchment area 
school had it been listed, they forfeit the right to sibling protection. Parents/carers must inform the 
admissions team at the time of application if they consider this exemption applies. 
 
Where a space is allocated as part of an in-year admission at a school listed second preference or 
lower, or if a school closer to the child’s home address was available to parents and was refused, 
parents forfeit the right to this sibling protection for future admissions. Parents will be informed at 
the time of allocation if this right has been forfeited. 
 

Catchment area 
The catchment area of the schools can be seen from attached maps. These are a guide only. Exact 
catchment area information for individual addresses can be found on Reading Borough Council’s 
website https://my.reading.gov.uk/  
 
 

Tiebreaker 
If a school does not have enough places for all children in a particular category, places will be 
allocated to those living nearest the school. The distance is measured in miles as a straight line 
between the Ordnance Survey data point for the child’s home address and the school using Reading 
Borough Council digital mapping software. This distance is measured to three decimal places. In the 
rare event that it is not possible to decide between the applications of those pupils who have the 
same distance measurement, the place will be offered using random allocation. A member of 
Committee Services staff for Reading Borough Council will supervise the selection process. 
 

https://my.reading.gov.uk/
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Multiple births (twins, triplets etc.) 
Places are offered according to the oversubscription criteria. However, where this would result in 
splitting children of multiple births, the other sibling(s) will be offered a place in most cases. In very 
exceptional circumstances, where the admission of more than one additional child to the year group 
causes prejudice to the provision of efficient education and efficient use of resources it may not be 
possible to offer a place to all multiple birth children.  
 
In cases where siblings attending the same year group, but with different birth dates are split by the 
oversubscription criteria, only one child will be offered a place. This applies to children during Key 
stage 1 (up to and including Year 2) if admission would take a class over 30 pupils. Selection will be 
made randomly by a representative of Reading Borough Council’s Committee Services. The parents 
may decline the offer and seek places for all siblings at another school or accept the place for one of 
the siblings. In the latter case, the other sibling’s name(s) will be added to the waiting list. If 
admission is in Key Stage 2, or the admission of the other siblings will not contravene infant class size 
regulations, then each case will be considered. Often, the other child/children will be offered a place 
(on the condition that the admission will not prejudice the provision of efficient education and 
efficient use of resources). 
 

Parent/Carers 
A parent/carer is any person who has parental responsibility or care of the child. Parental 
responsibility for a child is set out in the Children Act 1989. Normally this parent/carer would reside 
with the child at the permanent home address stated on the application.  
 

Home address 
Applications are processed based on the child’s single permanent home address where the child 
lives, with parent(s) or a carer/legal guardian, on the closing date for applications. By applying, the 
parent/carer/legal guardian is confirming the child will be living at that address on National Offer 
Day.  An address will not be accepted where the child is resident - other than with a parent or carer - 
unless it is part of a private fostering or formal care arrangement.  
 
Checks will be made to determine whether an address declared on the application form is that of a 
second home with the main home being elsewhere. Some residential arrangements will be 
considered temporary. In such cases, the School Admissions Team will examine available evidence to 
determine whether, on balance, the declared home address may be considered the child’s 
permanent home for the purpose of admission. Any circumstance where the declared address is to 
be accepted as the permanent home, despite another home being owned or otherwise available for 
occupation, should be declared at the point of application. Without being exhaustive these this 
might include:  

• an owned property being a considerable distance from the preferred school, indicating that 
the family had permanently relocated to the new home; or  

• an owned property that is uninhabitable and cannot reasonably be made habitable in the 
period leading up to admission to the school; or  

• an owned property that is in the process of being sold and the family live permanently in the 
declared property; or  

• a situation, following divorce or separation, where the family home cannot be occupied by 
the applicant or otherwise treated as the child’s permanent home.   
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Where the declared address is rented and the applicant has no claim on any other property, the 
declared address may be considered temporary if there is evidence to suggest the applicant has 
chosen to rent the property solely for the period necessary for their child to be admitted to a 
particular school.  
 
Reference to Reading Borough Council tax records will be made to determine a single address for 
consideration of a place under criteria 4 or 5. It is for the applicant to satisfy the admissions 
authority that they live at the address stated.  
 
Applicants will be asked to declare that the address used is expected to be their place of residence 
beyond the date of the pupil starting school. Applicants are required to advise of any change of 
circumstance at any time prior to the child starting school. If the applicant does not declare such 
arrangements (or a different address is used on the application where the child does not usually 
live), it will be considered that a false declaration has been made. This may result in a decision being 
taken to decline to offer a place at a particular school, or to withdraw the offer of a place. In 
deciding whether an allocation was based on a misleading or fraudulent application, an admissions 
panel will consider any supporting evidence giving reasons why the move was necessary prior to the 
child starting school.  
 
It is important to declare if there is to be a change of address prior to the child starting school. If the 
applicant already owns a property which is in the process of being sold, the admissions team are 
able to accept the address of the new property only on submission of the appropriate evidence in 
support (e.g. completion of contracts letter on both the new property and, where possible, disposal 
of their current property).  The deadline for submission of evidence to support a move is 1 February 
2024.  
 
If the applicant is renting the property, the tenancy agreement must be dated 1 February 2024 or 
prior, to be accepted as on time. If the tenancy agreement expires prior to National Offer Day, the 
applicant must provide evidence showing that they still reside at the property past that date. If the 
applicant moves to a new rented property after the 1 February, the application will be marked late 
and considered after National Offer Day. 
 
A temporary address cannot be used to obtain a school place. Temporary addresses will only be 
considered where evidence is provided of a genuine reason for the move e.g. flooding or subsidence.  
 
Reading school admissions reserves its right to carry out further investigation, request additional 
evidence and to reject applications (or withdraw offers of places) if it believes it has the grounds to 
do so. In such cases, the applicant will have recourse to the independent appeals process. Where it is 
believed an address provided is not the only address, the Corporate Audit & Investigation Team may 
be called upon to investigate further.  
 

Split living arrangements 
Where a family claims to be resident at more than one address, justification and evidence of the 
family’s circumstances will be required (e.g. formal residence order, child arrangements order or 
legal separation documentation). The application must be completed by the parent using the 
address which is owned, leased or rented and where the child lives for the majority of the school 
week. This is based on the number of school nights a child spends at the address (from Sunday at 
6pm to Friday at 9am). 
 
Where children live across two addresses, families cannot use whichever address would advantage 
their child’s admission into a certain school. 
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Where there is an equal split or there is any doubt about residence, the School Admissions Team will 
assess and make a judgment about which address to use for the purpose of allocating a school place. 
Where necessary, further information may be requested, for example: 
  

• any legal documentation confirming residence 

• the pattern of residence 

• the duration of the current arrangement 

• confirmation from the current school or early years setting of the primary contact details 
and home address supplied to it by the parents 

• the address where child benefit or other benefit (if applicable) is paid 

• where the child is registered with their GP 

• any other evidence the parents may supply to verify the position. 

 
It is recommended that consensus is reached by both parties (and the child) regarding the school 
preferences listed. It should be noted that only one offer letter will be sent to the main applicant, 
unless otherwise requested and agreed by both parties. 
 
The information provided to determine the home address will be considered by an admissions panel 
of at least two officers and their decision is final. 
 

Siblings 
For the purposes of admissions criteria during the main primary admission round, “siblings” are 
older siblings already attending the preferred school. However, Geoffrey Field Junior School will 
consider a younger sibling attending Geoffrey Field Infant School. In-year applications will consider 
younger siblings, but not a sibling attending the nursery class of a school.  
 
Siblings are children who have either the same mother or father, or they are children who live 
together in a family unit and with their parent(s)/carer(s). Siblings must live at the same permanent 
home address as each other. If they do not live at the same address, then they are not treated as 
siblings for the purpose of admission. 
 
A child who is part of a multiple birth (e.g. twins) is not classed a sibling for the purpose of ranking by 
oversubscription criteria. However, where application of the oversubscription criteria would result in 
splitting children from a multiple birth, the other child/children will usually be admitted to the 
school. 

 

Deferring a Place 
Upon receipt of an application, the local authority is legally required to offer every child a full-time 
Reception place to start in the September following their fourth birthday. In Reading schools, places 
are offered in on a full-time basis from September 2024 as a “rising 5” admission. Children do not 
reach statutory (compulsory) school age until the September, January or April following their fifth 
birthday. When children are offered “rising 5” places, parents/carers may decide to defer their 
child’s start until January 2025 or April 2025 (depending on their child’s birth date). In such cases, 
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the offered school must hold the child’s place. However, schools are not obliged to hold a place 
where a parent/carer wishes to defer beyond April 2025 (i.e. at September 2025) as this pushes the 
child’s start into the following academic year. Any parent/carer wishing to defer entry to September 
2025 (i.e. to miss out Reception entirely and start their child in Year 1) must forfeit their child’s 
September 2024 school offer and re-apply for a Year 1 place in July 2025. They should also consider 
that places may not be available if their preferred school has become oversubscribed by this time. 
 
 

Part Time Admissions  
Parents/carers may request their child be admitted on a part time basis for an initial period (but 
not beyond the point at which their child reaches compulsory school age). Where a parent/carer 
chooses this option, they cannot insist on part-time provision that is individually tailored to their 
needs. Parents/carers must consult with the Headteacher of the allocated school to agree the best 
arrangement for both child and school. 
 

Waiting Lists 
Approximately two weeks after National Offer Day ‘waiting lists’ will be created for Reading 
schools. Children will be added to the waiting list of any school their parents/carers listed higher in 
preference to the school they were offered. A child’s position on the waiting list is determined by 
the oversubscription criteria. The list will be re-ranked whenever new children are added following 
late applications or changes of preference. When a place becomes available, it is offered to the child 
ranked highest on the waiting list. After 1 September 2024, children identified for placement as part 
of the Fair Access Protocol can be placed above those on the waiting list. Positions on the waiting 
lists may go up or down due to pupil withdrawals, new or revised applications. Reading school 
admissions will keep waiting lists until end of July 2025 (end of Term 6 for Reception classes). After 
this date, the waiting lists will be abandoned. Parents/carers must then re-apply for a place in Year 1 
as an in-year admissions applicant if they are still interested in obtaining a place for their child. 
 

Returning Crown Servants and Armed Forces Personnel 
Families of Crown servants returning from overseas to live in the Reading Borough or applicants 
relocating in the armed forces may apply for a place in advance of their move provided the 
application is accompanied by an official letter confirming the posting to the UK and the expected 
relocation date. A school will be offered in advance of a move and held until the appropriate time. If 
the schools listed on an application form are oversubscribed, the family will need to provide an 
address to be ranked accordingly. Where a parent is unable to provide confirmation of a relocation 
address, an indication of the area may be provided, narrowed down as far as possible, to which the 
family intend to return. Preferences will be processed but applications will be considered under 
criterion 7 (other children) until the parent is able to provide confirmation of the new address (e.g. 
proof of exchange of contracts or a signed rental agreement). If a place cannot be offered at a 
preferred school, an alternative school will be offered, and parents will be advised of the right of 
appeal for a place at the preferred school. It is the responsibility of parents to keep the school 
admissions team informed of any changes to their planned address during the application process. 
 
In-Year Admission Arrangements for the School Year 2024-2025. 
The In- Year admissions arrangements for the school year, September 2024- July 2025 will use the 
determined policies of 2024/2025. 
 
Parents/carers seeking admission for their child into Year 1 – Year 6 in a community primary school 
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in Reading Borough must apply to Reading school admissions using the In-Year Application form. 
Parents/carers may apply direct to some voluntary-aided or academy schools in the Borough but the 
majority of these schools have opted to be part of the coordinated admission arrangements and 
applications are normally submitted to the Reading school admissions team. A list of those schools 
to which a direct application is necessary is available from the Brighter Futures for Children website. 
 
If there is a place in the parent’s/carer’s preferred school, the place will be allocated, however, if 
there are more applications than places available the oversubscription criteria (as outlined above) 
will apply with places allocated to the child(ren) ranked highest. Remaining applicants will be added 
to the waiting list which will also be ranked according to the oversubscription criteria. Children 
allocated according to the Fair Access Protocol will take precedent over children on the waiting list. 
 
Those children new to the area, or who have moved within the borough, will be able to start at the 
school as soon as possible after their move. If the request is to move schools within the borough 
without a move of home, these children will normally be expected to start at the beginning of the 
following term.  
Waiting lists for admission in Years 1 to 6 will be held until 31 December 2024 after which 
parents/carers must reapply for their child to remain on the waiting list until July 2025. The waiting 
list will be abandoned after 31 July 2025 and parents/carers must reapply if they are still seeking a 
place for September 2025.  
 

Appeals 
If it is not possible to offer a place at the preferred school(s), parents/carers will be advised of their 
right of appeal.  
 

Admissions Numbers – Reading Community Infant, Junior and 
Primary Schools. 
The following are the proposed admission numbers for 2024  

 School  September 2024 - Admission Number 

Alfred Sutton Primary 90  
Caversham Park Primary 30 
Caversham Primary 60  
Coley Primary 30 
Emmer Green Primary 60 
EP Collier Primary 60  
Geoffrey Field Infant 90  
Geoffrey Field Junior 90 
Katesgrove Primary 90  
Manor Primary 45 
Micklands Primary 60  
Moorlands Primary 60 
Oxford Road Community  30 
Park Lane Primary 60  
Redlands Primary 30  
Southcote Primary 90   
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 School  September 2024 - Admission Number 

St Michael’s Primary 60   
Thameside Primary 60  
The Hill Primary 60  
The Ridgeway Primary 60  
Whitley Park Primary School 90  
Wilson Primary 60  
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Introduction 
 
Reading Borough Council delivers its school admissions service through Brighter Futures for 
Children (BFfC). BFfC is an independent, not-for-profit company, wholly owned by Reading 
Borough Council, set up in December 2018 to deliver children’s services, early help, education 
and SEND services in Reading.  
 
The Reading coordinated scheme was last consulted on between 17 October 2018 and 10 
December 2018. There have been no significant changes since that consultation took place, 
therefore no requirement for a public consultation. 

 
This Scheme is made under section 84 of the Standards and Framework Act 1998 and in 
accordance with the School Admissions (Admissions Arrangements and Coordination of 
admissions arrangements (England) Regulations 2014.  
 
The purpose of this coordinated scheme for secondary school admissions is to ensure that 
every parent/carer of a child resident in Reading Borough, who has applied, receives one 
offer of a school place at the conclusion of the normal admissions round.  At its heart is clear 
communication between Reading school admissions, other local authorities, community, and 
all state schools in Reading.   
 
Parents/carers who live in the Borough of Reading must apply to Reading school admissions 
if they require a place for their child in any state school as part of a routine admissions round, 
including schools in other local authorities, academies and free schools. Applications cannot 
be submitted to a school or to the local authority in which the school is situated. 
Parents/carers living within any other local authority areas must apply through their own local 
authority admissions service. 
 
Coordination with Reading school admissions does not affect the right of individual admission 
authorities to set and operate their own admission arrangements. Admission authorities for 
Reading schools will need to comply with the timetable set out below. As all schools in 
Reading are foundation, voluntary aided or academies, the governing body of each school will 
consult (if necessary) and determine their own admission arrangements for September 2024. 
 
These arrangements deal mainly with a child’s admission to secondary school during the 
school year from September 2024 to August 2025. The children concerned are typically those 
born between 1 September 2012 and 31 August 2013.  The place offered is a full-time place 
from September 2024.  
 
 
National Offer Day for Secondary Admissions is 1 March 2024 
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Applications 
 
Reading Borough Council will put in place procedures to, where possible, ensure all 
parents/carers living in the Borough of Reading (with a child eligible to start secondary 
school in September 2024) will be aware of the application process. Eligible children living in 
Reading will receive information about the process in early September 2023. Children who 
attend Reading schools, but who are not resident in Reading, will be advised to apply to 
their home local authority. 
 
Parents/carers are encouraged to apply online via the Reading Parent Portal. The site will be 
open from 8 September 2023 until 31 October 2023.  
 
Parents/carers will be invited to list four preferred schools and rank them in priority order. 
Parents/carers may also give reasons for their preferences. Parents/carers may list any state 
schools, including those outside the local authority; this includes academies, voluntary aided 
and voluntary controlled schools. 
 
The Reading common application form (and the online terms and conditions) will include a 
statement requiring parents to confirm they have read the Guide for Parents and Carers and 
accept the policies and procedures in that document. 
 
Parents/carers should return their completed forms directly to the school admissions team 
at BFfC.  

Parents/carers will complete the common application form online by the agreed deadline. 
The school admissions team will validate the application address. Validation, where 
possible, will be by reference to Council Tax data held by the local authority. Where this is 
not possible, proof of residence will be required in the form of ownership documents or 
tenancy agreement. 

Where, as part of its admission arrangements, a school requires additional information, 
parents/carers may also choose to complete a supplementary form to support their 
application. This should be submitted separately to the school.  The Guide for Parents and 
Carers will identify those Reading schools for which a supplementary form may be necessary. 
These forms will be available from the BFfC website. Supplementary forms are not 
applications and parent/carers must apply to Reading school admissions either on the 
common application form or online.  
 
 
National Closing Date is 31 October 2023. 
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Late Applications 
Applications received after the closing date will be treated as ‘late’ applications. However, if 
the late submission of the application is caused by extenuating circumstances (e.g. sudden 
illness or death of a close family member or the family having very recently moved to the 
area) the application may be accepted as “on time”. The reason for late submission must be 
supported with documentary evidence received before 1 January 2024.  
 
Where no evidence is provided, it will be assumed that the application could reasonably have 
been submitted by the closing date. In such cases, the application will be treated as late and 
considered after all on time applications have been allocated. 
 
All applications received from the 1 January 2024 are considered late and will be passed to 
the appropriate admission authority in Reading (or to the appropriate local authority) 
approximately two weeks after national offer day. 

In these cases, parents/carers will be informed about the outcome of their application as 
per the timetable below, after National Offer Day. Unsuccessful applications for 
oversubscribed schools will be added to the waiting lists of those schools and ranked 
according to their oversubscription criteria.  

Late applications will be processed approximately two weeks after national offer day. The 
first round of post-National Offer Day allocations will be May 2024. After this date, late 
application will be processed regularly. In each case, the cut-off date for consideration in 
each round of allocations will be 1 week prior to the allocation date. 

Changes of preference 
Where the parent/carer wishes to change their preferences, they must submit a new 
application form (paper or online). If this is received by the school admissions team before 31 
October 2023 it will be accepted as on time and will replace any previous application.  Any 
preferences to be retained from a previous application must be listed on any subsequent 
application. 

Changes of preference received after 31 October 2023 will be treated as late applications in 
the way described above. However, applications for late change of preference where there 
are extenuating circumstances (e.g. sudden illness or death of a close family member or the 
family having very recently moved to the area) may be treated as on time, provided written 
evidence is supplied to support the late submission.  This should be received by the school 
admissions team before 1 January 2024. If no evidence is provided, the application will be 
treated as late. Any application for change of preference(s) received after 1 January 2024 will 
replace any previous application and be marked as late.  

Please think very carefully about applying after this date, particularly if you have already 
submitted an on-time application. 
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Approximately two weeks after national offer day, late changes of preferences will be passed 
to the appropriate admission authority in Reading or to the appropriate local authority to be 
considered. 

Change of Address 
As required by the School Admissions Code 2021, changes of address made after 31 October 
2023 and before 1 January 2024, may be considered as on time. If an applicant changes 
address after the 1 January 2024, they will need to submit a new application based on the 
new address. The new application will be marked as late and their previous application may 
be withdrawn.  Documentary evidence of the change of address will be required. 

Processing Applications 
 

Exchange of information 
As per the timetable below, the Reading school admissions team will forward applications to 
other local authorities and admission authorities in Reading. At the same time, other local 
authorities will forward applications to Reading for their residents to be considered for 
Reading schools.  
 
Depending on the arrangements agreed with the governing body of each school, the school 
admissions team will provide the school with relevant information to enable them to rank 
applicants using their oversubscription criteria, as per the timetable. Reading school 
admissions will not pass on the details of the parent/carer preference ranking to the school, 
and no school will be told about other schools a parent has listed. 
 
As per the timetable, each admission authority in Reading will rank applications according to 
their published oversubscription criteria and return ranked lists to the school admissions 
team.  
 

Resolving multiple offers 
As per the timetable, Reading school admissions will inform other local authorities of places 
offered in Reading schools to their residents. During the exchange of information, Reading 
school admissions will consider all cases where a child can be offered more than one of their 
preferences.  In such cases, a place offered will be at the school a parent/carer listed highest 
in preference.   
 
If a place cannot be offered at one of the preferred schools listed by the parent/carer, a place 
will normally be offered at the catchment school (if that school has spaces remaining) or the 
nearest Reading school with a place available.  If the offered school is one where Reading 
Borough Council is not the admission authority, this will be in consultation with the governing  
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body of the school in question. If the nearest school with places is a faith school, 
parents/carers will be offered this as an option. Should the parent/carer be unhappy with a 
faith school being offered, they will be informed of other schools with available spaces (which 
may be further from their home). Where no places are available at any Reading schools, 
parents/carers will be informed and alternative schools (outside Reading Borough) may be 
offered. Such an offer will depend on availability and the agreement of the appropriate 
admission authority. This will not preclude parents/carers from requesting an alternative 
school, nor from lodging an appeal for their preferred school with the admission authority. 
 

Informing schools  
As per the timetable, the school admissions team will send each Reading Secondary school a 
list of pupils to be offered a place at their school. This will be confidential to the school and 
must not be passed on to parents/carers.  
 

Informing Parents 
On National Offer Day, parents/carers who submitted an online application will receive an 
email with a formal offer and may view their offer online.  
Parents/carers who submitted a paper application will receive a letter (posted 2nd Class) 
containing their child’s offer of a secondary school place. The formal offer will identify 
whether the offer is made on behalf of the governing body of a school or another local 
authority.  The letter will: 

- Inform parents/carers of their child’s offered school. 
- Indicate how to accept a school place and the deadline for accepting. 
- Provide information on school transport. 

If the offered school is not their first preference, parents/carers will also be supplied with 
the following information: 
 

- Where they can find information showing how places were allocated at 
oversubscribed schools in Reading. 

- How to submit an appeal. 
- If the place offered is not their highest preference school(s), the child’s name will be 

added to the waiting list(s) of any school(s) they listed higher in preference. 
Parents/carers are required to advise Reading school admissions if they do not wish 
their child’s name to remain on a waiting list.  

- Contact information for other local authorities. 

Waiting Lists 
Two weeks after National Offer Day, ‘waiting lists’ will be administered for schools with more 
applicants than places available. A child’s position on a waiting list is determined by the 
oversubscription criteria of the school. When a place becomes available, it will be offered to 
the child who is top of the waiting list. A child’s position on a waiting list may go up or down 
for a number of reasons (e.g. pupil withdrawals or new and revised applications). When a 
place is allocated from the waiting list, the child’s current allocation (for a lower preference 
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school) will be removed and allocated to another student, if appropriate. It is the 
responsibility of the parent to inform the school admissions team if they no longer wish for 
their child to remain on the waiting list of a school.  It will be assumed that a child is to remain 
on the waiting list of all schools listed higher in preference to one offered (unless the 
parent/carer indicates otherwise). 
 
Waiting lists for all schools in Reading Borough will be kept until the end of 31 December 
2024. After this date, the policy of the individual school(s) will be followed. When the 
coordinated admissions round ends, on 31 August 2024, waiting lists will continue to be 
managed as part of the In-Year admissions process and follow t. 

Withdrawing a place 
If the offered place is not accepted within four weeks of national offer day, Reading school 
admissions will send a reminder and allow a further seven days for a reply. If there is still no 
response, the offer may be withdrawn. If it arises that a school offer was based on fraudulent, 
or intentionally misleading, information (which denied the place to another child), the place 
will be withdrawn 

Requests for admission outside the normal age group 
In exceptional circumstances, applications may be received for children who are not currently 
studying in the school year appropriate to their age. Where this arises, the schools requested 
will consider the circumstances of each case. Applications for these children will normally be 
processed with all other children, and these children will be permitted to enter their allocated 
secondary school.  
 
Applicants should apply using the common application form by 31 October 2023. Parents 
must outline their reasons for the request and supply supporting documents (e.g. information 
from their child’s education setting or medical evidence). They should also provide 
confirmation from their current school that their child is studying outside their normal year 
group, in Year 6. The school admissions team will forward this information to the listed 
schools for consideration. Each case will be carefully considered by the admissions authority 
and parents/carers will be informed of the decision in writing, before National Offer Day, 
setting out clearly the reasons for the decision. One admission authority cannot be required 
to honour a decision made by another admission authority on admission out of the normal 
age group.    

 
Requests for schools outside Reading will be referred to the council in whose area the school 
is located for consideration under that council’s scheme.  
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Transgender Students  
Where a transgender pupil wishes to apply for a single-sex school, they must do so in the 
normal way (outlined in this policy) by completing the Common Application Form. Reading 
school admissions will coordinate these admissions; however, it is for the admissions 
authority of the school(s) listed on the application to decide on the case. Where a place is 
refused, parents will be notified of their right to appeal. 

Disputes between Parents 
Anyone with parental responsibility may apply for their child’s school place and list up to four 
preferred schools. However, the child’s address on the application should be recorded as the place 
they spend most of the week as set out in our definition of ‘Home Address’  

When completing application forms, parents/carers must tick to confirm they have parental 
responsibility for the child and that their application is made with the agreement of all parties having 
parental responsibility.  

Where parents disagree over which school preferences should be named, we recommend starting 
the following process as early as possible as national closing dates are fixed and cannot be extended 
under any circumstances. 

We urge parents to work together in the best interests of their child; it is advised that the applicant 
should inform all other parties who have parental responsibility before submitting the application. 

All parties should agree with the school preferences to be listed. Any disagreements should be 
resolved before an application is submitted. If parents are unable to reach an amicable agreement, 
they should seek legal advice or recourse through the Family Court. 

You should note that the local authority will only process one application per child and will only 
make one offer of a school place. 

Where more than one application is received, the local authority (or local authorities if parents 
submit applications to more than one) will contact both applicants to advise that more than one 
application has been received and request they complete one application with one set of 
preferences for their child. 

We will not mediate between parents where there is a dispute. Only one application will be 
accepted and the final decision will rest with the local authority after all submitted evidence has 
been considered.  

All evidence must be received by published closing dates, at which point a decision will be made as 
to which application is processed. The local authorities concerned may contact early years or 
education settings noted in the application, or other professionals working with the child where 
applicable, to assist in their decision making. Any evidence provided after the closing date which 
affects the content or processing of the application, may render the application late, and delay an 
offer of a school place. 



Coordinated Admissions scheme for Reading Borough Council Secondary Schools for the 2024/2025 
academic year. 

10 
Classification: OFFICIAL 

In-Year Admissions 
The In- Year admissions arrangements for the school year, September 2024- July 2025 will use 
the determined policies of 2024/2025. 
 
Parents/carers seeking admission for their child in Year 7- Year 11 of a secondary school in 
the Reading Borough should in most cases apply to Reading school admissions.  Most 
secondary schools in the borough have opted to be part of the coordinated admission 
arrangements. A list of the schools to which a direct application is necessary may be obtained 
from the BFfC website. Where a school listed is in another local authority, the parent/carer 
will be advised to apply directly to that local authority and the application for that school will 
follow the relevant local authority’s scheme 

Timetable for the Secondary School Admissions Round 2023-24 
 

Action Date 
Guide for Parents and Carers to be placed on BFfC 
Website. 

By 1 September 2023 

Parents/carers to receive application information. By 8 September 2023 

Online admissions site open. 8 September 2023 – 31 
October 2023 
 

National Closing date for receipt of applications.  31 October 2023 
 

Late/change of preference applications accepted in 
extenuating circumstances; written support must be 
submitted at time of application. 

By 31 December 2023 

Application details sent to secondary schools in Reading 
and other local authorities.  
Own Admissions Authority schools to provide Reading 
school admissions team with a list of children ranked 
according to the school’s oversubscription criteria. 

During December 2023- 
January 2024 

Coordination between other local authorities of offers 
that can be made to their residents in Reading schools. 

By 12 February 2024 

National Offer Day - Offer notifications sent to Reading 
Residents  

1 March 2024 

Online applicants can view outcome of application. 1 March 2024 
Deadline for parents to accept. 15 March 2024 
Late applications for over-subscribed schools added to 
the waiting lists/change of preferences processed. 

From 18 March 2024 

Coordination with other LA’s ends. 31 August 2024 
Waiting lists held for Reading schools. 
 

Until at least 31 December 
2024 
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Relevant Area. 
 
Reading Borough Council delivers its school admissions service through Brighter Futures for 
Children (BFfC). BFfC is an independent, not-for-profit company, wholly owned by Reading 
Borough Council, set up in December 2018 to deliver children’s services, early help, 
education and SEND services in Reading. 
 
The School Standards & Framework Act 1998 requires Local Authorities to establish 
Relevant Area(s) for admission policy consultations. The Relevant Area is the area in which 
admission authorities must consult with schools regarding their proposed admission 
arrangements before finalising them. 
 
Once the relevant area has been determined, any school or academy proposing to change 
arrangements will need to consult with all other interested parties within this area in line 
with the Schools Admission Code. 
 
Reading’s last consultation ran from 17 October until 9 December 2018 and was determined 
on the 14 February 2019 to ensure that schools and academies use the defined relevant 
area to inform their statutory consultation process on admission arrangements. 
 
Reading has reviewed the current relevant area and as there is no change, this will be 
retained for school year 2024/25. The relevant area was determined as follows: 
 
1. Admissions Authorities must consult on admission arrangements for primary/infant and 
junior schools with 
 
  

• Headteachers and Governing Bodies of all schools in Reading Borough 
• Neighbouring Local Authorities – Oxfordshire County Council, West Berkshire Council 

and Wokingham Borough Council 
• Diocesan Authorities - Oxford Church of England Diocese, Portsmouth and 

Birmingham Catholic Diocese 
• All Academies, Voluntary Aided or Foundation Secondary Schools within 8 kilometres 

(5 miles) of the Reading Borough border 
• All Academies, Voluntary Aided or Foundation primary/junior/infant schools within 

3.2 kilometres (2 miles) of the Reading Borough border 
 
2. Having first consulted with the appropriate Diocese, primary Voluntary Aided schools 
must consult with:  
 

• Reading Borough Council/ Brighter Futures for Children 
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• All primary/infant and junior and maintained nursery schools in Reading Borough 
• Neighbouring Local Authorities – Oxfordshire County Council, West Berkshire Council 

and Wokingham Borough Council 
• All Academies, Voluntary Aided or Foundation primary/junior and infants schools 

outside Reading Borough within 3.2 kilometres (2 miles) of the school 
 
3. Primary Academies and Foundation and Trust schools must consult with 
 

• Reading Borough Council / Brighter Futures for Children 
• All primary/infant/junior and maintained nursery schools in Reading Borough 
• Neighbouring Local Authorities – Oxfordshire County Council, West Berkshire Council 

and Wokingham Borough Council 
• All Academies, Voluntary Aided or Foundation primary/junior and infants schools 

outside Reading Borough within 3.2 (2 miles) kilometres of the school 
 
4. Secondary Academies and Foundation schools must consult with: 
 

• Reading Borough Council / Brighter Futures for Children 
• All primary/junior and secondary schools within Reading Borough 
• Neighbouring Local Authorities – Oxfordshire County Council, West Berkshire Council 

and Wokingham Borough Council 
• All Academies, Voluntary Aided or Foundation Secondary Schools within 8 kilometres 

(five miles) of the Reading Borough border 
• All Academies, Voluntary Aided or Foundation primary/junior schools within 3.2 

kilometres (2 miles) of the Reading Borough border 
 
5.  Having first consulted with the appropriate Diocese, Secondary Voluntary Aided schools 
must consult with: 
  

• Reading Borough Council / Brighter Futures for Children 
• All primary/junior and secondary schools within Reading Borough 
• Neighbouring Local Authorities – Oxfordshire County Council, West Berkshire Council 

and Wokingham Borough Council           
• All Academies, Voluntary Aided or Foundation Secondary Schools within 8 kilometres 

(5 miles) of the Reading Borough border 
• All Academies, Voluntary Aided or Foundation primary/junior schools within 3.2 

kilometres (2 miles) of the Reading Borough border 
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