
If the school is full what is the point in
appealing?
The authority and the school do not want
more pupils at the school than the school’s
admission number.  However the onus is on the
authority to convince the school appeal panel
that the school is full.  Even if the panel agrees
that the school is full, it will then go on to
consider your reasons for wanting the school.

What happens if the school appeal panel
accepts that the school is full but decides that
my reasons for wanting the school outweigh
the school being full?
Your appeal will be allowed and the school will
have to admit your child and go over their
admissions number.  The school appeal panel’s
decision is binding upon all parties.

How long does it take for an appeal to be
heard once I have submitted my form?
This depends on the time of year and the
number of appeals submitted by other
parents/carers.  There is an ‘appeals season’ for
pupils transferring from primary to secondary
(late May/June).  There are also appeals
throughout the year, for example for families
who move address.  In those cases, appeals will
normally be heard within five weeks of the
appeal being ‘lodged’ during term time only.

What is meant by an appeal being ‘lodged’?
This means you have completed the form
(available from our admissions team - contact
details below) and returned it to us.

How will I be advised of when and where my
appeal will be heard?
The clerk to the school appeal panel will notify
you of the details in writing and 14 days
before the date of appeal.

How do I prepare for my case?
When you complete the form to lodge your
appeal you are asked to give brief reasons for
your appeal.  You can use this to remind
yourself of the main points that you want to
make when it comes to the school appeal
panel meeting.  You will also receive in writing,
details of the authority’s case about a week
before the meeting so you will have an
opportunity to read the case in advance. 
When completing the form, bear in mind that
you are trying to explain why your child needs
to attend the school of your preference and

why no other school is suitable.  The way that
you explain your case on the form is up to you.  

We however think that three to five points
written briefly is preferable to an ‘essay type’
explanation.  It makes it easier for you to refer
to the issues that are important to you when
you are explaining your case in person.  Please
note that a member of the authority or the
school for which you are appealing will not be
able to help you complete the appeal form.
For any additional advice about an appeal
hearing you can contact the Advisory Centre
for Education (ACE) at 1b Aberdeen Studios,
22-24 Highbury Grove, London N5 2EA.  Their
advice line is open from 2 to 5pm, Monday to
Friday on 020 7354 8321.

Do I have to attach any other documents to
the appeal form?
You should attach any documents that you
would like the appeal panel to see. You must
not expect the authority or the clerk to obtain
any documents on your behalf.

I want to attach a letter/report to my appeal,
but I have not yet received it.  
Can I send it in later?
Yes, as long as it is with the clerk to the school
appeal panel a week before the appeal is
heard.

Can I give written evidence/reports to the
panel at the appeal?
The panel does not have to accept written
evidence that has not been submitted a week
in advance of the appeal. The panel can decide
not to consider information submitted at a
short notice or could adjourn the appeal to a
later date to give themselves and the authority
time to consider any documents that have
been submitted late.

The panel has the same power when dealing
with any written information that the
authority wishes to submit with less than a
weeks notice.

Who will be at the appeal?
The three panel members, the clerk to the
panel, yourself and a member of the authority
who may be accompanied by the headteacher
of the school.  The meeting is not open to the
public and anything that is said in it is treated
as confidential.

It all sounds very formal and daunting for
parents and carers.  Is it?
No, not really.  There has to be a procedure so
that parents/carers are all treated in the same
fair way. The panel will always try to ensure
that you feel relaxed and have every chance to
say all the things that you need to.

Can I attend the panel meeting?
Yes, most parents/carers and carers wish to
attend so that they can explain their case in
person.  However if you wish the case can be
considered on your written case and the
authority’s written case.

Can I have someone with me to offer ‘moral
support?’
The panel is happy to allow parents/carers to
bring a friend or relation to the meeting.

Do I need to bring my child(ren)?
No. The panel does not need to meet or see
your child(ren). 

Can I bring a solicitor?
It is up to the panel to decide but it is almost
unheard off for any legal difficulties to arise.
The panel really wants to hear your reasons for
wanting the school.  Invariably you will be by
far the best person to explain those reasons.

How long does the appeal last?
In most cases half an hour is ample time for
everybody to have said what they need to.

Where will the appeal be held?
All appeals are held in term time only at a
central location in Southwark during the day,
Monday to Friday. You will be given 14 days
written notice of the date, time and location
of the appeal hearing.

When will I be informed of the decision?
If your appeal is one of a number for the same
school, the panel will not make any final
decisions until it has heard all of the appeals
for that school.  The clerk will then write to
you with the decision within five working days.
Where there are a number of primary to
secondary transfer appeals it is likely that these
will be heard over a period of days or even
weeks if the number is very large.  In these
circumstances letters will be sent to all
appellants as soon as final decisions have been
taken after all the appeals for the school have
been heard.

Will the school appeal panel decide where my
child will go to school?
The panel can only take one of two decisions –
either to allow your appeal or not.

If my appeal is not successful what can I do?
You may have accepted a place at another
school (pending the outcome of the appeal),
which will still be available. In the authority’s
case the nearest school(s) with vacancies will be
indicated.  You should accept a place at any
school with a vacancy in the appropriate year
group.

With regard to primary to secondary transfer,
your child’s name will remain on any
application waiting lists you have requested
them to be put on - in exactly the same way as
if you had not appealed.  Any vacancies that
become available because other parents/carers
decline places they have accepted will be
offered to children in the sequence of the
application waiting list.

Is there any further right of appeal?
This is done only in exceptional circumstances.
Basically the decisions of the school appeal
panel are binding.  Unless there is a substantial
change in circumstances, no further appeal is
possible within a twelve-month period for the
same school.

If I think that the panel has not followed the
correct procedure what can I do?
If you believe that any procedure was not
properly followed you have the right to
complain to the Ombudsman.  However, as the
independent appeal clerk organises the school
appeal panel procedure it is unlikely that the
proper procedure will not have been followed.
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When do I have a right of appeal?
When you are not offered a place for your
child at the school of your preference because
the school is full.

What does it mean to say a school is full?
Each school has an admission number. This is
set each year after consultation between the
school governors and the local education
authority.  That number is published in our
booklet - Starting secondary school in
Southwark.  Once the number of children
offered places has reached the admission
number the authority considers the school to
be full.

How do I appeal?
Complete an appeals form available from the
admissions team (contact details at the end of
this leaflet). The school appeal panel then
hears the appeal. 
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If I accept a place at another school does this
affect my right to an appeal?
No.  You can still appeal for you preferred
school if you accept a place elsewhere whether
that is another school in Southwark or one
outside of the borough.

Who sits on the school appeal panel?
A panel of three people hears the appeal.
These people are either ‘lay members’ (people
without personal experience of managing
schools or the education service, other than in
a voluntary capacity) or people with experience
of education in the area (such as a teacher or
parents with children at school).  Two panel
members will be from one category and one
from the other.  None of the three will have
any connection with the school for which you
are appealing.
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This leaflet is about school admissions infant class education - answers to most frequently
asked questions. For details, please take this leaflet to any of the places below. The
receptionist will contact someone who speaks your language to explain this leaflet.

One stop shop, 122 Peckham Hill Street, SE15
One stop shop, 151 Walworth Road, SE17
One stop shop, Town Hall, Peckham Road, SE5
One stop shop, 17 Spa Road, SE16

To receive this leaflet in large
print or another format, please
phone 020 7525 5052
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