Administrative process 
for 
Reception intake 2023
Catholic Schools

1
Registration of interest
As you will be aware, parents whose children are due to start in Reception Class for 2023 are asked to register an interest at any of their local schools no later than the beginning of November 2022.

Schools are required to record the pupil details where parents have registered an interest.

In doing this: 

· schools have a record of which parents will be sent the information they need at the relevant time to make an application (failure to provide this could mean a claim of maladministration);

· there is a way of collecting data for all those who are due to start school; and

· the LA can track pupils (CME agenda).

It is important schools ensure that all children whose parents have registered an interest are on your MIS system.  The information should be on MIS system by the end of October 2022.  

If any parent registers an interest after the data collection, please forward the child’s details by email to receptionintake@wigan.gov.uk.  This will ensure every child is added to our database. 
2
Parents apply for school places
30 September 2022 to 15 January 2023 parents apply for school places
Parents have between the above dates to state their preferences for their preferred              

Schools.
Online applications 

The online application service will open 30 September 2022.  There is a link available from the Wigan Council website on the Primary school admissions page. Parents can also access the ‘Applying for a place at Primary school 2023/24’ booklet via this page. 

We will let you know which parents have applied online for a place at your school two weeks before the closing date.  This will help you identify any applications you suspect are missing.  We will send you a final list of online applications once the online service has closed.  

Parents applying using the Wigan Council primary school application form
Parents are instructed to return their Wigan Council primary school application form to any Wigan primary school.  The form includes a receipt, which is located at the bottom of page 3.   To assist schools with the collection and recording of applications we have provided you with a word file ‘Applications for places in Reception Class List’ proforma list.  Please save this document on your system and complete it electronically. 

When a parent returns their application schools must:
· Issue parents with the tear off receipt on the bottom of page 3 (parents will keep this as proof of submitting an application).

· Record receipt of the application on the ‘Applications for places in Reception Class List’.  The list allows schools to record the child’s name, date of birth and date received.  

· Keep the ‘Applications for places in Reception Class List’ until the closing date 15 January 2023. 

· Send the application forms in weekly batches to the School Organisation Team via email receptionintake@wigan.gov.uk or post.  Please record the date sent on your ‘Applications for Reception Class List’.   

3
Catholic supplementary information

The governing bodies of Catholic schools need information regarding church affiliation in order to rank their applications.  The ‘Applying for a place at primary school 2023/24’ booklet strongly advises parents to provide this information for each Catholic school they name as a preference and explains how to do this.   This information is also included on the online application service.  

Parents can submit supplementary information in 3 ways:

· Archdiocese of Liverpool Catholic Schools - Parents can complete and submit the Catholic supplementary information form online at www.wigan.gov.uk on the page named ‘Church school forms’.  Supplementary forms completed online by the closing date, 15 January 2023, will be forwarded electronically to each Catholic school named as a preference by 1 March 2023.
· Archdiocese of Liverpool Catholic Schools - Parents can complete part 3 of the Wigan Council primary school application form.  We will photocopy this page of the form and forward by internal mail to each Catholic primary school named as a preference in weekly batches. 
· Parents may request a copy of the school’s own supplementary information form from the school, the School Organisation Team or download one from the Wigan Council website. They must return the completed form to the individual school by the closing date 15 January 2023.  

4
Reminder letters to parents
Week commencing 5 December 2022 we will write to parents reminding them of the closing date for applications.
5
Closing date for applications

Parents must return their application forms or apply online by the closing date

15 January 2023.  The online application service will remain open until the closing date.  
Applications received at primary schools or via the online service up to the closing date are classed as on time. As detailed in the primary co-ordinated admission scheme on time applications will be considered before any late applications or changes of mind after the closing date.
After the closing date schools must send the following to the School Organisation Team:   
· the word file ‘Applications for Reception Class List’ including details of all on time applicants (please send this by email and keep a copy for your records); 

· any remaining application forms that have not already been forwarded to the School Organisation Team via email receptionintake@wigan.gov.uk or post (if sending by post please inform the School Organisation Team).

Please keep a copy of the ‘Applications for Reception Class List’ on your system and continue to record and issue receipts to late applicants.  
16 January to 1 March 2023
LA collates data for all applications received by the closing date.  
We will co-ordinate with our neighbouring LAs regarding preferences for Wigan schools from parents who live in other authority areas.  
Where there are any duplicate applications or other queries etc, the LA will contact the schools concerned.
6
Details of all preferences to be considered by Governors and ranking applications  

On 1 March 2023 we will provide each Catholic primary school with a spreadsheet (by email) giving details of all pupils who have expressed a preference for a place at the school by the closing date for applications.  This list will include all on time preferences from parents who live in Wigan and other local authorities.  
The spreadsheet will include:

· Child’s chosen name and legal name

· Date of birth

· Child’s home address  
· Indicate where the parent has declared there is a sibling link (this is not verification from the LA) 

· Distance from the child’s home address to the school (as a straight line distance) 
· Indicate where parent has completed the supplementary information form online or part 3 of the Wigan Council primary school application form for you to check against copies you have received
· A blank column entitled ‘criterion’ where the school can enter details as to the criterion for each applicant
We will also provide separate lists of those pupils:

· who have a Educational Health Care Plan (EHCP) where the SEN assessment team have indicated at this stage that the school will be named
· who are looked after or previously looked after
1 March to 15 March 2023
· schools match LA application list with supplementary information provided by parents, either on the online supplementary information form, part 3 of the Wigan Council primary school application form or the school’s own supplementary information form. 
· Where a child’s details appear on the LA list but parents have not submitted any supplementary information Governors will rank based on information provided by the LA.

· Governors to rank applications according to their published admission criteria and enter the criterion each applicant has been placed into in the ‘criterion’ column on the spreadsheet.  
During this period of matching applications and ranking of preferences it is anticipated that there will be queries.  Please do not hesitate to contact Rebecca Barker on 07825948645 or receptionintake@wigan.gov.uk to resolve any issues.

Supplementary information form returned but name not on the LA list

Where a parent has provided supplementary information but has not expressed a preference for the school on their Wigan Council application please check with the School Organisation Team.   If parents have not stated a preference for the school by the closing date, 15 January 2023, the request for the school is to be disregarded.

7
Schools notify LA of ranked preferences 

By 15 March 2023 schools must return the spreadsheet electronically to receptionintake@wigan.gov.uk with details of the criterion for each application. The LA will:
· sort the list into priority order using the categories the governors have placed each application into and then by distance.

· return the ranked list to school for verification purposes.
If you have any queries about the final ranking please contact Rebecca Barker on 07825948645 no later than 10 March 2023.  

8
Co-ordination of ranked lists and resolving of offers

Between 17 March and 3 April 2023 we (LA) will co-ordinate and resolve offers for applications in line with the equal preference system ensuring each child is offered a place at the highest preference school that can offer a place.  
Sometimes Wigan pupils cannot be offered a place at any of their preferred schools but there may be alternative places available at other local schools.  In accordance with the co-ordinated admission scheme the LA will offer a Wigan pupil a place at the nearest school to the child’s home with a vacancy.   Children who live outside Wigan LA will be offered a place by their home local authority.  
9
Notifying schools of final places allocated to children

We intend to send you an electronic list of all the children who are to be allocated a place at your school on 3 April 2023, providing that co-ordination is complete. If not they will be provided as soon as possible after this date.

This is for your information only and is strictly confidential.  If you have any queries, please contact Rebecca Barker on 07825948645 as soon as possible.

10
Allocation letters to parents 16 April 2023
Following 16 April 2023, we will write to all applicants notifying them of the outcome of their application.  Parents who live in other local authorities will also be notified by their home authority. Wigan parents who have applied online will also receive their results by email.  
All parents offered places at Wigan schools will receive a letter, with details on how to accept the offered school. There will also be a tear off slip to return if they wish to refuse the school place offer.  Parents are required to accept the place no later than 2 May 2023, and informed that if they fail to do so the place may be withdrawn and offered to another child.

If a parent fails to accept the place by 2 May 2023, please email schoolplaces@wigan.gov.uk.  

11
The right of appeal

Where a child has not been offered a place at their preferred school, parents have the right of appeal to an independent appeal panel.  The refusal letter to parents will explain why a place at the preferred school could not be offered and how they can appeal.
Where places are being refused at voluntary aided schools we will liaise closely with the Headteacher about the content of the refusal letters and the grounds for appeal.

The closing date for appeals is 16 May 2023.  

12
Waiting lists

All schools are required to operate a waiting list system until the end of the Autumn Term 2023.  We will send you a list of applicants refused places at your school to help you start your waiting list.  Schools must notify the School Organisation Team when offering a place to parents from the waiting list.  It is vital that the School Organisation Team is informed of any places re-allocated as we are responsible for co-ordinating the admissions process.  
If schools have any queries concerning waiting lists please contact receptionintake@wigan.gov.uk or Rebecca Barker on 07825948645.  

13
Changes of preference, late applications etc

All application forms received or changes of preference after the closing date, 15 January 2023, will be classed as late applications.  
If you receive any late applications please:

· issue a receipt marked with ‘late application’ and the date received

· write ‘late application’ on the top of the form and the date received (preferably a school date stamp) then forward the application to the School Organisation Team

· record the date received on the ‘Applications for Reception Class List’
Where parents have completed  the online supplementary information form or Part 3 of the Wigan Council primary school application form a copy will be forwarded to each school named as a preference marked ‘late application’.  
In line with the co-ordinated admission scheme the LA will liaise closely with schools up to and after the allocation date to deal with any late applications or changes of preference.  We will provide schools with updated pupil lists periodically up until the end of the summer term as and when required.

14
Final lists of pupils offered a place
In August 2023, the School Organisation Team will provide you with a list of pupils who are expected to take up a place in reception class for 2023.  These are the pupils who you will need to put on your school roll from the expected date of admission (1st day of term) in line with the Pupil Registration Regulations.  Details about putting these pupils on your MIS system will be available with final lists.

