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This in-year guidance is for children who already attend a Newcastle* school, where you wish 
to apply for them to change school at a point other than their normal age phase transfer (*or they 
attend school in a neighbouring local authority within travelling distance.) 
 

• If your child requires a place in-year because they do not currently have one, please see our 
in-year guidance for children who do not currently attend a Newcastle school. 

• If your child is moving at the usual transfer time of primary to secondary school, or from first to 
middle, or middle to high school, please refer to our Transferring Schools guidance.   

 

Please note that Newcastle schools are very popular. Many schools will already be full and 
may only have occasional vacancies when a child leaves the school.   

 
This leaflet explains: 

• Things you need to consider before deciding 
to change your child’s school 

• How to make an application and how to 
decide which schools to apply for 

• How to complete the application and the 
supporting evidence we require 

• How places will be allocated if there are more 
applications than places available 

• What will happen if it is not possible to offer 
your child a place at your preferred school 

• Help and support available with the 
admissions process. 

 
Some of the words or terms used in this guidance may be unfamiliar to you. If you want to know 
what these terms mean, please see the glossary section at www.newcastle.gov.uk/admissions  
 

Things to consider before deciding to change your child’s school  
 
Changing your child’s school can affect them in many ways and the decision should not be taken 
without careful thought. The local authority firmly believes that continuity and stability in a child’s 
education is very important and that a change of school should only be made if it is felt to be in 
your child’s best interests. Many things that worry parents and children can be sorted out without 
the need to move school. 
 
Often, changing school will not resolve your concerns and it can adversely affect your child’s 
education. Your child may be feeling unhappy or is not getting on with friends or teachers at that 
moment. Maybe your child is struggling with their work or has been in trouble and you feel that it 
cannot be sorted out. All the above issues can happen to any pupil at any stage in their school life 
and can often be resolved without changing your child’s school.  
 

If your child does not attend their current school regularly or has been in trouble, this 
information history will transfer with them to any new school.  
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students wanting to change school at a 
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If attendance or behaviour continue to be an issue, the new school will look at your child’s 
previous history to decide what action to take, for example they may ask you to sign a parenting 
contract, decide to legally monitor your child’s attendance, or use it to determine what type of 
behaviour sanction to issue. Moving schools is never a completely fresh start. 
 
If there is existing local authority involvement due to non-school attendance this activity will not 
necessarily stop. 
 

Before you decide to request a transfer to another school you should think very carefully 
and talk through your problems with the current school to try to resolve the issues. 

 
If you are not happy about the way in which the school is working with your child, you should 
speak to the Head teacher. If your concerns are not dealt with to your satisfaction you may decide 
to write to the Chair of Governors.  
 
Carefully consider: 
 
1. Teaching and school organisation  
 
Every school has its own way of doing things e.g. another school may teach the National 
Curriculum in different ways and at different times. You should think about:   

• Will your child cope with learning new rules?  

• Will your child cope with doing things in different ways?  

• Have they done the work before or have they missed important earlier work?  

• Will they find the work new or strange?  

• If your child is due to take exams, will the same subjects be available in a new school and 
would the courses or exam boards be different?  

• Will your child will be comfortable taking new subjects or exam courses?  
 
2. Relationships  
 
Children need to feel happy at school and 
relationships with friends and with 
teachers are an important part of this. 
 
You should consider whether your child 
will be able to settle in and get to know 
new people quickly so that their learning 
does not suffer.  
 
3.Other factors  
 
Please be aware that getting one child admitted into a school does not guarantee a place for their 
brothers or sisters (siblings). Each child’s application will be considered as a separate application. 
Schools must follow their published admission criteria and cannot exceed admission numbers to 
place siblings at the same school.  
 
Moving your child in Year 5 or Year 6 does not always give them any greater priority for a transfer 
place in a specific secondary school in Year 7.  
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How do I apply for a school place? 
 

All in-year applications in Newcastle are co-ordinated centrally through Newcastle City Council 
except for independent (fee paying) schools or North East Futures UTC. You should apply to 
these schools directly.  
 
Download the form from our website or ask at your child’s current school for an application form to 
change schools. Your child’s school needs to fill in part of the form before it can be 
submitted.  
 
You must provide supporting evidence before we can process the application – see our 
evidence checklist. Forms are processed with the expectation that places will be taken up within 
10 school days. Schools are unable to offer places further ahead of this. 
 

We strongly advise parents not to remove children from their current school until a place 
has been secured at a new school, in case that school is unable to offer your child a place. 

 

How do I decide which schools to apply to? 
 
You can name two state schools or academies in any local authority on your in-year application. 
These are called “preferences”. Look at our website www.newcastle.gov.uk/admissions for 
useful information to help you decide which schools to apply to, including:  

 

• A tool to help you find your nearest 
school based on your home 
address. 

• A list of the schools with spaces in 
your child’s year group. Please note: 
this information is only a guide as 
any vacancy may have been 
allocated by the time your 
application is received. If your 
nearest school is in a different local 
authority area, you will need to 
contact them to check if there are 
any spaces. 

• The admission policies for any schools you are interested in, which explain how places are 
allocated. Different schools apply different rules. The policies will also explain what supporting 
evidence is required for your child’s application to be ranked higher.  

• Links to school websites for general information and the latest inspection judgement. 
 

Please be aware that getting one child admitted into a school does not guarantee a place for their 
brothers or sisters (siblings).  
 
Each child’s application will be considered as a separate application. Schools must follow their 
published admission criteria and cannot exceed admission numbers to place siblings at the same 
school.  
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It is also very important that you think about transport when you consider the school you would like 
your child to attend.  
 
Some children are entitled to free home to school travel. However, if you are not choosing to 
attend the nearest school with a place, for whatever reason, free school travel is very unlikely to 
be granted even if your child is travelling further than the minimum statutory walking distance. See 
www.newcastle.gov.uk/freeschooltravel for more details as the eligibility changes based on the 
age of the child and if you are on a low income. 

 
Include your child in making the decision and discuss the options available but remember a place 
at your preferred school is not guaranteed; make sure your child understands this.  

 

Be realistic. Your nearest schools may be full in your child’s year group. Schools are not 
able to reserve places for children who apply after the start of the school year. 

 

Do I need to apply if my child has special educational needs (SEN)? 
 
If your child has an Education Health and Care Plan (EHCP), you should contact the council’s 
SEN team to request a change of placement. In all other circumstances you should complete the 
in-year application form.  
 

How will you process my application? 
 
When we receive your application, an initial 
check is carried out to make sure all the 
required evidence has been provided. We will 
contact you within five to ten working days if 
we need additional information. 
 
If you have applied for a school that manages 
its own in-year admissions, we will forward 
them your checked application and evidence 
supporting your preferences and they will 
communicate the outcome to you directly.  
 
Some schools have asked us to manage in-
year admissions on their behalf, in which 
case, we will communicate the outcome to you. 
 

How long will it take for my child to be offered a school place? 
 
Every year we receive applications for more than 3,000 children requesting a new school. 
Peak times in the Autumn and Spring terms can be extremely busy. 
 
At peak times, it may take us five to ten working days to complete our checks, in which case, 
applications and supporting information received by the Admissions Team by post, email or online 
in the week up to and ending in a Tuesday will be included in the report we send to schools the 
following Tuesday. Applications are only sent to schools on a Tuesday.  
 
If all supporting information is provided with your application, you should be contacted in writing 
within 15-20 school days of submitting your application and told if the schools you applied to can 
offer a place.  
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A verbal offer or refusal is not a formal decision. These timescales may be delayed if information is 
missing from your application. Please note that school places are not offered during holidays when 
schools are closed. 
 

Your child is more likely to secure a school place quickly if you provide the correct 
supporting evidence with your application and apply for schools with advertised places. 

 

How will schools decide whether to offer my child a place? 
 
Every school has a maximum number of students it can admit in each class due to the size of the 
classroom, corridors and other rooms in the building. UK legislation also limits the number of 
children taught by a qualified teacher in reception, year 1 and year 2 classes to a maximum of 30.  
 
If there is a space in a class and your child is the only 
applicant, you will be offered the place. If there is a space 
but there are several children applying for the place, the 
school’s oversubscription criteria will be used to decide 
which child has the highest priority and they will be offered 
the place.  

 

• If you are refused a place, then the school must advise 
you of the reasons why a place has been refused in their 
letter and notify you of your right to appeal and the 
procedure for this.  

• If you are offered a place at a school, contact the school 
to confirm acceptance. If you have been offered more 
than one school place, please let the schools know 
which one you will be accepting. Parents may only hold 
one offer of a school place at a time, if you do not wish 
to take up the offer made to you, please advise the 
school as quickly as possible so that they can offer it to 
another child. 
 

You must respond within five school days of an offer to accept the place or the offer may be 
withdrawn. The offer is made with the expectation that the place is taken up within 10 school days 
of being offered. Your child’s actual school start date will be agreed between you and the school. 
 

Appeals and waiting lists 
 
You automatically have a right to submit an appeal to an independent appeals panel if your child is 
refused a place, but you should be aware very few cases are upheld. Appeals will take up to 30 
school days to arrange. 
 
If you are not offered a preferred school straight away, most schools will add your child’s name to 
a waiting list. This means they will be considered for a place if one becomes available later, and 
you will be contacted if it becomes possible to offer your child a place.  
 
Read the school’s admission policy to find out how long they keep their waiting list and when it is 
cleared. Most waiting lists are cleared termly, and you will need to reapply for your child to 
continue to be considered for a place at the school.  
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When a place in a school becomes available, all children on the waiting list in that year group are 
re-ranked based on the school’s oversubscription criteria, regardless of how long they have been 
waiting for a place.  
 
If you wish to change your school preferences within the same term, a new form is required or you 
can email the Admissions team with the names of the new schools. Your original application will 
be cancelled and replaced with your new application. You will be removed from the waiting lists of 
the original schools. You can reapply for a school at any time. 
 

How does a managed move differ from an in-year application? 
 
A managed move is a voluntary agreement between the parent/carer, the child’s current school 
and an alternative school which has places available, for a trial period of between six and twelve 
weeks.  
 
It is a behaviour strategy specifically for children at risk of permanent exclusion where other 
strategies to improve their behaviour in their current school have failed and all parties believe a 
fresh start could work.  
 

• If the managed move is a success, the 
pupil will permanently transfer on roll to 
the new school.  

• If the child fails the managed move 
because they breach the behaviour 
policy of the new school or fail to meet 
the targets agreed prior to the move, 
they will return to their original school. 

• Generally, the managed move would be 
suggested by the Head teacher of the 
child’s home school.  

 
Unlike a managed move, an in-year is a formal process that is governed by national legislation.  
 
Schools and academies must consider every in-year application against their admission criteria 
and the law defines what can and cannot be considered by a Governing Body to refuse a place.  
 
You also have a legal right of appeal to an independent appeals panel if your child is refused a 
place for in-year admission. 
 
If your child is not at risk of permanent exclusion, a managed move is not appropriate, and you 
should apply for a normal in-year transfer if you wish your child to change schools.  
 

At any time, the decision to change your child’s school should not be considered without 
careful thought as it may adversely affect your child’s education.  
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Guidance notes for making an in-year application 
 
1. You should not apply more than four school weeks in advance as places cannot be held open.  
 
2. The address you give must be your child’s permanent address at the time of filling in the 

application. You must include proof of address (see our evidence checklist). We carry out spot 
checks on addresses and will withdraw places if fraudulent addresses are given. Please do not 
send original documents. 

 
3. If you are in the process of moving to a 

new house, tell us your new address and 
moving in date. Include proof of the new 
address (see our evidence checklist). Your 
new address will not be used for the 
application process itself until the child is 
living there. If your move involves you 
returning to live in a property you already 
own, you will need to send written evidence 
of the date that you will move back into the 
property. If you have rented your property 
to someone else you will also need to send 
evidence that you have given your tenants 
notice to leave. 

 
4. We can only process the application from one address. If the child lives at more than one 

address from Monday to Friday, the address given should be the one where the child spends 
most of their school nights. If the address is disputed, we will consider evidence such as the 
address of the parent/carer that claims child benefit or child tax credit and where the child is 
registered with a GP to determine the main address. 

 
5. Applications should be made by the person with parental responsibility. A child’s mother 

automatically has parental responsibility. The father may also have parental responsibility in 
certain circumstances. For clarity, see the glossary at www.newcastle.gov.uk/admissions  

 
6. Where more than one adult shares parental responsibility and they live at different addresses, 

it is important that agreement is reached on which schools to apply for prior to making the 
application. If conflicting applications are received, or the Admissions Team is made aware of a 
dispute between parents, all applications will be placed on hold and will not be processed until 
such time that: 

• one joint application is made; or 

• written agreement is provided from both parents; or 

• a court order is obtained confirming which parents’ application carries precedence; or 

• a court order is provided stating child can/cannot move schools. 
 

7. Applications that include a mobile number or email address will be acknowledged by text or 
email. Applications without these contact details will not be acknowledged unless you include a 
stamped addressed envelope.  
 

8. We will only discuss the application by phone or email with the person who has made the 
application unless you tell us in writing that we can discuss it with another named person. 

 

  



September 2018 Page 8 of 8 

Data protection and security 
 
The General Data Protection Regulation came into force on 25 May 2018. We will process your 
application in line with Newcastle City Council’s data privacy notice. We will share information with 
other agencies as necessary and lawful to ensure the application process runs effectively and in 
accordance with the Admissions Code and Fair Access Protocols, and to comply with statutory 
data collection requests.  
 
For further information on how we use and store your information or for a copy of the privacy 
notice, please see www.newcastle.gov.uk/admissions. If you have any concerns about how we 
use and share your information, please contact admissions.information@newcastle.gov.uk. 
 
In addition to processing your application for a 
school place, under the data protection 
legislation we may use your application 
information to co-operate with our partners in 
health and youth justice to improve the wellbeing 
of children in the Newcastle area as required by 
the Children Act 2004.  
 
Information sharing between partner 
organisations is sometimes necessary to help 
provide better services and to prevent fraud.  
 

Help and support 
 
After reading the information in this booklet, if you would like further information and advice, 
please see our website at www.newcastle.gov.uk/admissions or contact us directly: 
 
Office hours: 9am - 2.30pm, Monday to Friday 
 
Email:  admissions.information@newcastle.gov.uk  
 
Phone:  0191 278 7878 (ask for “School Admissions”).  

We can arrange a telephone interpreter if required. 
 
Write:  School Admissions Team 

Newcastle City Council 
3rd Floor Civic Centre 
Barras Bridge 
Newcastle NE1 8QH 

 
Please note that you cannot hand in applications or evidence at the Civic Centre. 
 
We will respond to enquiries as soon as possible but at busy times our response times are three 
working days for phone calls and up to 10 working days for letters or emails.  
 
 
 
 


