School Appeal Form for Sheffield Primary and Secondary Schools

(Prejudice and Key Stage 1 Appeals)



For Official Use Only

ID No:  …...……………………


Appeal Received: 

Disabled Access: 

Interpreter:	

Attendance/
Format:

Address Change:


You may contact the School Appeals Service by:

Email: schoolappeals@sheffield.gov.uk

Tel. No: 0114 273 4008

Would you please return your Appeal Form as shown on Page 8, Section “D”.

IMPORTANT INFORMATION 

You have been refused admission to your preferred school because the year group that you have applied for is full.  Please note that places at your preferred school are not reserved for pupils who are appealing against the decision to refuse admission to the school.  However, as the Appeal Panel is independent it has the discretion, in limited circumstances, to place additional children into a year group.  For further help see the Prejudice Admission Appeal or Key Stage 1 Appeals Guidance for your particular appeal: https://www.sheffield.gov.uk/education/information-for-parentscarers/pupil-admissions/appeals.html or by contacting the Admissions Service by telephoning 273 5766/5790.

PLEASE NOTE – WE REQUIRE AN EMAIL ADDRESS FOR APPEALS TO BE CARRIED OUT VIA ZOOM VIDEO CONFERENCING DUE TO COVID-19 REGULATIONS.  PLEASE COMPLETE SECTION 2h WITH COMPREHENSIVE CONTACT DETAILS. WITHOUT THESE DETAILS THIS MAY CAUSE A DELAY IN PROCESSING YOUR FORM.

SECTION A – PERSONAL AND SUPPORTING INFORMATION (PLEASE USE CAPITALS)

1)  Child Details									            

*Male  ☐	 Female  ☐
                                                                                                                             (*Tick as appropriate) 

a)  ID Number: ..……………… (Provided on your Admission Correspondence)
b)  First Name: …………….……….……….. c) Last Name: .…….……………………….
	
d)  Date of Birth of Child: …………………………………………………  e) Age: ………………….…

f)  Year Group now: ……………………  g) Year Group to which the appeal relates: ……………..…..

2)  Your Details

a)  *Mr/Mrs/Miss/Other: ……… (*Delete as appropriate) b) Relationship to Child: ..……..……………

c)  First Name: ……………………………………… d) Last Name:……………………….…...……….…

e)  Address: …………………………………………………………………………………….……..……..…

f)   Post Code: …………… g) Do you have parental responsibility for the Child? *YES/NO
	(*Delete as appropriate)
h)  Telephone Numbers:  Home: ………………………….…  Work: ………………..…….........

     Mobile: ……………………………….   Email: ………….…………….……………………………….
3)  School Details

a)  Name of School you are appealing for: ……………………….………………..*School/Academy
*(Please indicate only one school on this form)

b)  Name of School allocated to you by Admissions: …………………………………………………

c)  School attending now or last school:.……….............................................................................

4)  Address to Send Correspondence To If Different To The Address Given On Page 

Please complete where applicable

a)  New/Alternative Address:  …………………………………………………...……..…………………  

b)  Post Code:  ……..…..…..	c) Expected Moving Date:  …….………………

d)  Reason for sending correspondence to a new/alternative address: …………………………………

…………………………………………………………………………………………………………...……

5)  Date of Receipt of Decision Letter: …………………………………………………………………

6)  Brothers/Sisters of School Age: (This includes half brothers/sisters living at the same address)
	Current School
Name                                  DOB		Relationship to above child		(if applicable)

……………………………	……………	………………………………	……………………….

……………………………	……………	………………………………	……………………….

……………………………	……………	………………………………	……………………….

7)  Does your child have an Education and Health Care Plan                    *Yes/No
											(*Delete as appropriate)
8) Is your child in care or has your child previously been in care and 
immediately after being in care was adopted or became the subject 
of either a residence order or Special Guardianship Order?                 *Yes/No
(*Delete as appropriate)

SECTION B- HEARING ARRANGEMENTS

It is important to read the Guidance for Parents with regard to how appeal hearings are arranged. In summary, sometimes the first and second stage of the appeal hearing are held separately, with the first stage being a group hearing involving all parents which is then followed by a personal hearing, either later that day or on another day. Alternatively, both stages are dealt with as part of one personal hearing. You will be advised accordingly on this matter.

1)  Do you wish to attend the appeal hearing?	 PLEASE TICK ONE BOX BELOW

YES ☐   IF YOU HAVE TICKED THE “YES” BOX, PLEASE CONTINUE TO QUESTIONS 2, 3 AND 4 AND SECTIONS ‘C’ and ‘D’ ON PAGES 6, 7 AND 8.

 NO   ☐    IF YOU HAVE TICKED THE “NO” BOX, PLEASE GO TO SECTIONS ‘C’ AND ‘D’ ON     PAGES 6, 7 and 8.

YOU DO NOT NEED TO COMPLETE NUMBERS 2, 3 AND 4 on PAGES 3, 4 and 5 IF NOT ATTENDING

2) If you have ticked the “YES” box to attend the appeal hearing and you require an interpreter, please state your language: ...........................................................

(Note: please only request this service if you are in need of this assistance).

3) Your attendance at the hearing
Please read the following notes:
a) Appeals only take place in term time and not during the school holiday period.  If the appeal time allocated to you is not convenient please let us know as soon as possible, however, it should be noted that this could well result in a delay in rescheduling your appeal during busy periods.

b) Please note that both group and personal hearings usually take place between 9.30 a.m. and 3.30 p.m. and that with a Group Appeal you will need to attend on two separate occasions.
4) Given the current, unprecedented, public health emergency, the Government has now advised that all admission appeals should be held remotely and not face to face as usual. This means that the Independent Appeals Panel has three options as to how your appeal can proceed:
1. The Panel may decide that your appeal can be held remotely using an on-line video conferencing facility (a “virtual appeal”). The Council would prefer to use Zoom which is a free video conferencing platform and can be used on a Smartphone, tablet, laptop or PC.  If the virtual appeal option is chosen, we would provide you with a detailed guide about how to access your appeal so that you can fully participate in it. 
1. Alternatively, the Panel may decide that your appeal can be held by telephone conference by using either a landline phone or a mobile phone to phone into a virtual appeal. This would not involve the use of video. Again, we would provide you with information as to how to access the telephone conference and participate fully.
1. The final option is that the Panel may decide to consider your appeal by reading your statement in support of your appeal for your preferred school and making a decision based on the written evidence you, the school and the Local Authority submit; this would be a paper only hearing. If this method is chosen you would receive all of the written submissions from the Local Authority and your preferred school and you would have the opportunity to send in questions about the decision not to allocate a place for your child at your preferred school, as well as receiving the responses to those questions, before you make your final written submissions to  the Appeal Panel. 
So that the Panel which is going to hear your appeal can decide which method is most appropriate we need the following information from you. Please complete the following boxes.
	Question
	Answer (Yes or No)

	1. a. I have access to a Personal Computer (with a webcam), a laptop (with a webcam) or a tablet or smartphone (with a camera) and would be willing to use it to access a virtual meeting.
	

	b. I have access to Wi/Fi, Broadband or 4G
	

	1. Do you require any reasonable adjustments to enable you to take part in a video conference?  If yes, provide details.

	 

	1. I have access to a landline or mobile phone and would be willing to use it to access a telephone conference.  If yes, please provide a contact number.

	 

	1. Do you require any reasonable adjustments to enable you to take part in a telephone conference?  If yes, please provide details. 
	 

	1. If you have answered yes to either 1 or 3 above, do you have a quiet, secure room where you can speak to the Panel confidentially?
	 

	6. Do you require any reasonable adjustments to enable you to take part in a telephone conference?  If yes, please provide details.
	

	7. I will require someone else to attend the hearing with me.  If yes, please provide their contact details as we will need to find out how they can access the hearing.
	Name:
Email:
Phone number:

	8. I would prefer the Panel to consider my appeal based on the Local Authority, School and my own written submissions together with the questions and answers about the Local Authority and School’s case. 
	


Whichever option the Panel chooses we want to reassure you that you will:
9. Receive the same information from the Local Authority about the way in which school places at your preferred school have been offered as all other parents who are appealing for your preferred school.
10. Receive the same information from your preferred school as all other parents who are appealing for your preferred school.
11. Have a fair, open and transparent hearing by trained and independent appeal Panel Members who will be advised by a trained and experienced Clerk.
12. Receive a detailed letter from the Clerk setting out the Panel’s decision and the reasons for that decision.
13. Have the right to request the notes of the meeting.
14. Have the right to make a complaint to either the Local Government Ombudsman or Education and Skills Funding Agency if you think that there has been maladministration.


SECTION C – GROUNDS OF APPEAL

Please set out the reasons for your appeal in the space below on Pages 7 and 8.  To help you please see the Prejudice Admission Appeal or Key Stage 1 (Reception/FS2, Year 1 and 2) Appeal Guidance for your particular appeal at https://www.sheffield.gov.uk/education/information-for-parentscarers/pupil-admissions/appeals.html or obtain a copy by contacting the Admissions Service by telephoning 273 5766/5790.  Information on Key Stage 1 Appeals (Reception/FS2, Year 1 and 2) is also provided below.

If you need specific guidance for (1) a Catholic school, please telephone 0114 256 6440 for the Catholic Diocese of Hallam or (2) a Church of England School, please telephone 01709 309 123 for the Diocese of Sheffield 

Important Information for Key Stage 1 Appeals (Reception/FS2, Year 1 and 2)

If your appeal is for admission to a Reception/FS2, Year 1 or Year 2 class, the law limits class sizes to 30.  There are restricted grounds on which Appeal Panels may allow appeals in these cases. The only three grounds for allowing your appeal are:
Ground 1 - the admission of additional children would not breach the infant class size limit; and/or;
Ground 2 – the Panel finds that the admission arrangements did not comply with admissions law or were not correctly and impartially applied and your child would have been offered a place if the arrangements had complied or had been correctly and impartially applied; and/or
Ground 3- the Panel decides that the decision to refuse admission was not one which a reasonable Admission Authority would have made in the circumstances of the case. What is “reasonable” is a high test. The Panel needs to be sure that when your child was refused a place it was “perverse” or “outrageous

With regard to Ground 3, you must show that the Admission Authority either overlooked relevant information you had provided on your application for your preferred school, or took into account information not relevant to your application, or that the decision to refuse to admit your child was not rational or logical, or based on the facts that you provided.  The Panel in reviewing the decision to refuse admission to your preferred school will need to be satisfied that it was “perverse or outrageous in light of the authority’s admission arrangements”. It must be emphasised that when reviewing this decision, the Panel can only consider information that you provided to the Admission Authority at the time it made the decision to refuse a place at your preferred school.

Please note that when completing this form in respect of Key Stage 1 appeals, whilst you can add information to the reasons for applying for a school to those provided on your original application form, new reasons cannot be taken into consideration by the Appeal Panel.

You must address one or more of the three grounds above if you are appealing a decision to refuse admission on infant class size grounds.  Please state which ground/s (1, 2 and or 3) you are addressing in your ‘Grounds of Appeal’. If you are unclear if the above relates to your appeal, please contact the Admissions Service.

This information is not in any way intended to discourage you from appealing, as it is your legal right to appeal against the decision to refuse admission on class size grounds, however you need to be aware of the three limited grounds above on which an appeal may be upheld by an Appeal Panel.

Exceptions to Infant Class Size Appeals

Whilst the majority of appeals for Key Stage 1 year groups in schools are restricted by Infant Class Size, there are a small number of schools where their Key Stage 1 appeals are considered on prejudice grounds.  Please contact the Admissions Service if you are not sure whether your appeal is based on Infant Class Size grounds.


  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	

  	



  	

  	

  	

  	

  	

  	

If there is not enough space, please continue on a separate sheet/letter and attach it to and return it with this form.  Additional information can be sent later prior to the appeal taking place.

PRIVACY NOTICE:  The information you provide to us will be used for school admission related purposes and may be shared, as appropriate, as the law allows, with other organisations (such as the Local Government Ombudsman/Education and Skills Funding Agency).  Further details on the Authority's Data Privacy policies and those of partner organisations can be found on the Sheffield City Council web site www.sheffield.gov.uk or the Information Commissioner’s Office.


SECTION D – SIGNATURE

I sign below to confirm that the information given on this form is correct to the best of my knowledge and that I have read the Privacy Notice above.

SIGNED/SIGNATURE:  	

PRINT NAME:  	

DATE:  	

If this form has been completed on behalf of a parent/guardian would you please give your name and organisation.

NAME: ………………………………………….  ORGANISATION: …………………………………….

Please return this form by post or in person to:	

Sheffield City Council,
Democratic Services,	  
Room G13,
Town Hall,
Pinstone Street,
Sheffield, S1 2HH.           

Or email schoolappeals@sheffield.gov.uk (If emailing the appeal form, please send either as a Word or PDF document.  Photo versions not permissible) 

We will acknowledge that we have received your form within seven working days. If you do not receive an acknowledgement, please phone 0114 273 4008 to check that your form has been received.
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