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This document provides guidance on the content, timing and distribution of the school prospectus.

This includes detailed guidance on the admission information which should be included in the prospectus of community and voluntary controlled schools.

Detailed DfES guidance is available in the documents DfES/0269/2002 (primary schools) and DfES/0270/2002 (secondary schools).  These have been sent to all schools by the DfES and can also be ordered by telephoning 0845 60 222 60.

Please note that the prospectus may be combined with the annual report to parents, provided that the requirements for both documents are met.

The governing body is responsible for approving the prospectus. The governing body can delegate this responsibility to a committee or an individual.

Further information/clarification
If you wish to discuss the contents of this guidance, please contact David Bowen (01924 305502).

THE SCHOOL PROSPECTUS

(August 2006)

GENERAL GUIDANCE
Most recent DfES advice

The latest DfES guidance on the content of prospectuses was published in May 2002; the primary school version had the reference DfES/0269/2002; the secondary school version was DfES/0270/2002.

A checklist of the required content of the prospectus is attached (pages 5-7).  Detailed guidance is given in the DfES documents.

Admissions Policy

It is still a requirement for the admissions policy of the school to be included in the prospectus.

For community and voluntary controlled schools, this is the policy of the LA as set out in the “Guide for Parents”.  A summary of this policy is attached (pages 8-11).  This should be included in the prospectuses of community and voluntary controlled schools in full and without amendment: it is a public statement of the Authority’s policy in an area which is, potentially, extremely contentious.

Sheets A1-4 should be included in the prospectus for all community and voluntary controlled schools.

Sheet B should be included in the prospectus for all community and voluntary controlled schools which are infant or junior and infant schools.

Sheet C should be included in the prospectus for all community and voluntary controlled schools which are junior schools.

Sheet D should be included in the prospectus for all community and voluntary controlled schools which are high schools.

Previous year’s admissions figures (secondary schools only)

Secondary schools must include details of the number of places available at the school in the current school year and the number of applications and expressions of preference for those places.

It is suggested that the “number of places available” is taken as the Admission Number of the school for the current school year and that the number of applications is taken as the number of pupils in the relevant year group in the current school year plus (where applicable) the number of written preferences for admission which were not met (figure available from Family Services: Ref: PSS/62/DA).

Complaints procedure 

It is no longer a requirement for the prospectus to contain details about the school’s complaints arrangements.  However, if you still wish to include this, a description is attached (page 15).

Year to which the prospectus applies

This remains unchanged, but has always caused some confusion.  The position is that:

· the prospectus should be published by 12 September, 2006 (high schools) or 6 October, 2006 (infant, junior and junior and infant schools).  It should, as far as possible, describe the school as it is envisaged to operate in the 2007/2008 school year, to help parents to choose a school for their child(ren);

· for the school’s own attendance figures, National Curriculum assessment results and examination results, the data to be used must be those for the 2005/2006 school year;

· for the national (and, for GCSE, local) averages of National Curriculum assessment results and examination results, the data to be used must be “the latest available” – in practice, these may have to be those for the 2004/2005 school year;

· the routes of school leavers at 16+ to be used are those for students leaving school in Summer, 2005.

Checking the prospectus 

Checklists of requirements are provided in DfES/0269/2002 and DfES/0270/2002.  The Authority no longer arranges checks of prospectuses as a matter of course.  However, we can arrange for your draft prospectus to be checked, if you request this, subject to the availability of staff.

Approval of the prospectus

The governing body is responsible for approving the prospectus. The governing body can delegate this responsibility to a committee or an individual.

Publication of the prospectus

The purpose of this year’s prospectus is to provide information to parents who are considering expressing preference for their child(ren) to be admitted to your school in the school year beginning September, 2007.  It must, therefore, be available before the closing date for parental preferences and by 12 September, 2006 (high schools) or 6 October 2006 (infant, junior and junior and infant schools), at the latest, as required by the Education Act, 1996.

Copies of the prospectus must be available at your school and at the Authority’s Offices in County Hall, as required by the Education Act, 1996.

Please send two copies of the printed prospectus to County Hall (Ref: PSS/62/DA) so that they can be available to parents from 12 September, 2006 (high schools) or 6 October 2006 (infant, junior and junior and infant schools) at the latest.  

In the case of secondary schools, the prospectus must be sent to the Connexions Service for use in their careers and guidance work with Years 10 and 11.

CHECKLIST OF THE REQUIRED CONTENT OF THE PROSPECTUS

· For detailed guidance on content, see DfES/0269/2002 (primary schools) or DfES/0270/2002 (secondary schools).

· Items in italic print relate to secondary schools only.

Required content:

· name, address, telephone number and type of school;

· names of headteacher and chair of governors;

· information about admissions;

· a statement on the school’s ethos and values;

· details of any affiliations with a particular religion or religious denomination, religious education provided, parents’ right to withdraw their child from religious education, collective worship and alternative provision for those pupils;

· information about the implementation of the governing body’s policy on pupils with special educational needs (SEN) and any changes to the policy during the last year;

· a statement on the success in implementing the governing body’s SEN policy in the last year ;

· rates of pupils authorised and unauthorised absence;

· a summary of the school’s NC assessment results;

· a summary of the national NC assessment results;

· GCSE/GNVQ results in the school, locally and nationally;
· GCE A/AS results in the school, locally and nationally;

· the number of pupils studying for and percentage achieving other vocational qualifications;

· destinations of school leavers.

Additional information

“Schools are not required to include the following items in the school prospectus, but governing bodies will want to ensure that parents receive a complete picture of the school and they will wish to consider whether these items are best included here or ….. in other documents that the school produces for parents.”  (DfES/0269/2002 and DfES/0270/2002).

· dates of school holidays and times of school sessions;

· description of any action taken to develop or strengthen links with families and the community, including details of any services, such as health or social services or adult education, that the school provides for the well-being of the school’s pupils, their families and the wider community;

· summary of the charging and remissions policy;

· details of the local authority’s transport and medical arrangements;

· details of careers education and guidance, and work experience provided;

· curriculum information, including:

· summary of the governing body's curriculum aims;

· a summary of the content of the National Curriculum and the school curriculum, how they are organised in relation to different year groups, key stages and subjects, including special arrangements for particular categories of pupils, such as those with special educational needs and gifted and talented children;

· details of arrangements for matching work to children of different abilities, e.g. setting and grouping by ability;

· details of arrangements for identifying and providing for gifted and talented children;

· details of organisational strategies and teaching techniques, e.g. extent of group work and whole class teaching;

· hours spent on teaching in a normal school day or week;

· a summary of the content and organisation of sex education, including the selection of teaching methods, materials or any guest speakers, and how parents are involved in how these are used. [NB, primary schools are not required to provide sex education].  Should include a reminder that parents can withdraw their children from all or part of sex education, except those elements taught as part of NC science.

· where parents can see copies of the following documents:

· any statutory instruments and guidance documents sent to schools by the DfES about the curriculum and National Curriculum;

· any schemes of work and syllabuses in use;

· published OFSTED reports on the school;

· the school’s policies, for example on SEN;

· (for voluntary schools) that part of the trust deed governing religious education and any statement by the governing body about religious education.

· details of how parents and others can find out about the arrangements for dealing with formal complaints to the governing body and local authority about the curriculum and any other matters;

· the school’s policy on entering pupils for public examinations;

· further information about admissions, including (if relevant) the lowest priority given to the school by a successful applicant, proportion of places allocated against each of the oversubscription criteria operated in relation to the school, and the number of appeals against non-admission and the proportion of these that were successful.  Schools who do this will want to make clear that this is not necessarily an accurate guide to future admissions decisions;

· a statement on the school’s sporting aims, including: whether aims have been met, provision for sport in terms of particular activities, facilities (e.g. playing fields) and time allocated within and outside the curriculum, any relevant staff expertise or qualifications, links with local sports clubs, and any notable sporting achievements;

· a statement on the school’s arts policy and provision, including any plans for improving facilities, opportunities provided in terms of visits, participation in community arts activities and links with any specialists, time allocated within and outside the curriculum and any relevant staff expertise or qualifications.

SHEET A1 (ALL SCHOOLS)

ADMISSIONS POLICY

(COMMUNITY AND VOLUNTARY CONTROLLED SCHOOLS)
Admissions to the school are controlled by Wakefield Local Authority (the District Council).  Full details of the Authority’s policy on admissions are given in the “Guide for Parents”.  This is available in all schools and from the School Admissions Team at County Hall in Wakefield. The policy is summarised below.

At this school, ____ [number] pupils will normally be admitted in the school year beginning in September 2007.  This is the Admission Number (AN) set by the Authority after consultation with the Governing Body of the school.

If the number of preferences received for the school does not exceed the Admission Number, all preferences will be met (see explanatory note 1).

All applications received will be considered in the following order:

1. Applications received by the closing date in the normal admissions round:

-
for secondary applications the closing date is 20 October 2006; and 

-
for primary applications the closing date is 17 November 2006. 

2. Late applications received between the closing date for the normal admissions round and the end of the summer term, for these applications, the following dates will apply:

-
applications for secondary places received by 30 November 2006 will be accepted as if they had been received by the  closing date;

· applications for primary places received by 11 December 2006 will be accepted as if they had been received by the closing date.

Applications received after these dates: these will be regarded as late applications and will be considered after all applications received on time.

However, if there are more applications for admission to a school than there are places available, preference will be given in the following order:

(a)
Children with a statement of special educational needs which names the school;
SHEET A2 (ALL SCHOOLS) 

(b)
Children in Public Care (Looked after Children) (see note 6);

(c)
(i)
Children who live in the school's catchment area, who have 
brothers and sisters attending the school at the time of 
admission (see explanatory note 4);

(ii) Other children who live in the school’s catchment area (see 
explanatory note 2);

(iii)
Children who live in that part of the primary school’s 
catchment area which is designated as an option area (see 
explanatory note 3);

(d)
Children who have brothers or sisters in attendance at the school (see explanatory note 4);

(e)
Other children, with priority being given to those living nearest to the school.

In all categories, when decisions have to be made between children satisfying the same criterion, children living nearest to the school, measured as the crow flies, have priority.

Where a family of twins or triplets request admission and there is only one school place available, it will be left to the family to decide whether or not they wish to take up the place for one of their children and appeal for the second or third child in the same year group, or to decline the place.

Where a child resides with more than one parent/carer, at different addresses, the Authority will use the preference expressed by the parent/carer at the address where the child lives the majority of the time during the school week as the main place of residence.

Children will be placed in the appropriate category depending upon their circumstances at the closing date for receiving applications for admission to school. Changes in address will be accepted in accordance with the provisions of the Secondary and Primary Co-ordination schemes. In cases where there is an anticipated change in circumstances, documentary evidence will be required.  In the event of any category being over-subscribed, places will be offered in the order of priority (a)-(e) detailed above.

For children with a statement of special educational need, certain other conditions also have to be satisfied. Further information can be obtained from the Authority’s SEN Group or Parent Partnership.

SHEET A3 (ALL SCHOOLS)

Hard-to-Place Protocol

In line with the Government’s Five-Year Plan for Education the Authority has agreed a Hard to Place Protocol with its High Schools. This means that, in some circumstances, pupils defined in the Protocol will have a higher priority for admission than all other pupils seeking admission to that school. Full details of the Protocol can be obtained from the LA. 

The offer of a Place at a School

Decisions will be posted 1st class to parents on

Secondary school 


: 1 March 2007
Primary, infant & junior schools
: 30 March 2007.

Unsuccessful Applications

If a Wakefield pupil is not eligible for a place at any school, one will be allocated at another Wakefield Community School in accordance with Wakefield Co-ordinated Admission Arrangement Schemes.

Any parent whose child is not offered a school place for which they have expressed a preference has the right to an independent appeal panel.

Explanatory notes

1.
Admission Numbers
Each maintained school has an Admission Number (AN).  This is the number of children who can be admitted in the school year (2007/2008).

2.
Catchment areas
The Authority thinks it is important that schools should serve their local communities and so each one has its own catchment area.  However, parents are required to express a preference, stating their choice of school, even if this is the catchment area school.

Whilst every effort is made to ensure that there will be a place for every child in their catchment area school, it cannot be guaranteed that this will always be the case.  

If parents are in any doubt about the catchment area school for the area in which they live, they need to contact their local school or the School Admissions Team at County Hall.

SHEET A4 (ALL SCHOOLS)

3.
Option Areas (Primary schools only)
The home addresses of some parents may fall into an area that forms part of the catchment area of two schools.  Parents will be informed if they live in such a designated ‘option area’ and will be asked to indicate their preferred school. 

4.
Brothers and Sisters
This category includes children with brothers or sisters (including step-brothers or sisters residing at the same address) of statutory school age, living at the same address, in attendance at the same school, or a school on the same site, on the date of admission.

5.
Families Living Outside the District Boundary
Children from families living outside the District boundary will be considered alongside those who live within the Wakefield Metropolitan District.
6.
Children in Care
This refers to children who are subject to care orders and interim care orders, or who are accommodated by a local authority in full time placements.

SHEET B (INFANT/JUNIOR/JUNIOR AND INFANT SCHOOLS)

APPLYING FOR THE SCHOOL
If your child is going to school full-time for the first time during the school year September 2007 - July 2008, all applications must be made on Wakefield’s Common Application Form.  If your child is already attending an early years class part-time in a Wakefield Local Authority school, you will receive a form automatically.  If your child is not already attending an early years class part-time in a Wakefield Local Authority school, you should contact the school or contact the Authority’s School Admissions Team (see below).

Application forms must be returned by 17 November, 2006.  Late application forms will be dealt with only after those returned by this date and are therefore less likely to be successful in obtaining a place than preferences returned on time.

If your child is already in full-time education

You should contact the headteacher of your child’s existing school who will be able to offer advice.  You must then contact the Local Authority’s School Admissions Team (see below).

Transfers between schools will normally only take place at the beginning of a school term and you should not remove your child from their current school until then.

If your child has a statement of special educational needs

Please see the “Guide for Parents: Primary” (see below).


Further Information
Full details of the admissions arrangements for schools in Wakefield Metropolitan District are given in the “Guide for Parents: Primary”.  This is produced by Wakefield Local Authority and is available from the School Admissions Team at County Hall.

The School Admissions Team is happy to advise parents on all aspects of admissions to the Authority’s schools.  Please write to:

School Admissions Team, County Hall, Wakefield, WF1 2QL

The telephone number is Wakefield (01924) 305616/17, 305789 or 306766.

SHEET C (JUNIOR SCHOOLS)

APPLYING FOR THE SCHOOL

(a)
If your child is due to transfer to junior school in September 2007, all applications must be made on a Common Application Form.  This is still the case even if the school is your catchment area school. 

If you live within Wakefield Metropolitan District, you should use Wakefield’s Common Application Form. 

If you live outside the Wakefield Metropolitan District and wish to apply to a Wakefield junior school, you should apply on Wakefield’s Common Application Form.


You will receive a Common Application Form automatically.  This must be returned by 17 November 2006.  Late application forms will be dealt with only after those returned by this date and are therefore less likely to be successful in obtaining a place than preferences returned on time.

(b)
All other cases

You should contact the headteacher of your child’s existing school who will be able to offer advice.  You must then contact the School Admissions Team (see below).


Transfers between schools will normally only take place at the beginning of a school term and you should not remove your child from their current school until then.

If your child has a statement of special educational needs

Please see the “Guide for Parents: Secondary” (see below).

Further Information

Full details of the admissions arrangements for schools in Wakefield Metropolitan District are given in the “Guide For Parents: Secondary”.  This is produced by Wakefield Local Authority and is available from the School Admissions Team at County Hall.

The School Admissions Team is happy to advise parents on all aspects of admissions to the Authority’s schools.

Please write to:

School Admissions Team, County Hall, Wakefield, WF1 2QL.
The telephone number is Wakefield (01924) 305616/17, 305789 or 306766.

SHEET D (HIGH SCHOOLS)

APPLYING FOR THE SCHOOL

(a)
If your child is due to transfer to high school in September 2007, all applications must be made on a Common Application Form.  This is still the case even if the school is your catchment area school. 

If you live within Wakefield Metropolitan District, you should use Wakefield’s Common Application Form. 

If you live outside the Wakefield Metropolitan District, you should use the Common Application Form of your “home” education authority. 


You will receive a Common Application Form automatically.  This must be returned by 20 October 2006.  Late application forms will be dealt with only after those returned by this date and are therefore less likely to be successful in obtaining a place than preferences returned on time.

(b)
All other cases

You should contact the headteacher of your child’s existing school who will be able to offer advice.  You must then contact the School Admissions Team (see below).


Transfers between schools will normally only take place at the beginning of a school term and you should not remove your child from their current school until then.

If your child has a statement of special educational needs

Please see the “Guide for Parents: Secondary” (see below).

Further Information

Full details of the admissions arrangements for schools in Wakefield Metropolitan District are given in the “Guide For Parents: Secondary”.  This is produced by Wakefield Local Authority and is available from the School Admissions Team at County Hall.

The School Admissions Team is happy to advise parents on all aspects of admissions to the Authority’s schools.

Please write to:

School Admissions Team, County Hall, Wakefield, WF1 2QL.
The telephone number is Wakefield (01924) 305616/17, 305789 or 306766.

ALL SCHOOLS

COMPLAINTS ARRANGEMENTS
If you have any concerns about your child’s education, you should contact the headteacher who will be pleased to arrange an appointment with you.  The headteacher will also be able to give you information about the Governing Body’s procedure for handling complaints.

	


	If your child attends the early years setting in a school, he or she will not automatically be entitled to a place in that school for full time education at the age of 5.
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