BOXQI'OVG IN YEAR APPLICATION
Guidance Notes

Please use these notes to help you complete the in year

application form. You should also read

information which is available online at
https://www.surreycc.gov.uk/schools-and-learning/schools/admissions

Please make sure that you complete all sections of the form fully and sign the declaration. If you
leave any of the questions unanswered or if you fail to provide supporting information it is likely to
cause a delay in your application.

The notes below should help you with some of the more difficult questions on the form. If you are
unsure of the answer to any of the questions, please contact Catherine McManus on 01483 563701.

Date school place is required

If your child does not need a school place immediately please state the date that a school place is
required. However, please note that applications can only be considered up to four weeks in advance
(although exceptions apply for Members of the Armed Services and Crown Servants). If you apply
further in advance of a place being required, your application will not be processed until the four
week timeframe has been reached. This is because school places cannot be reserved.

Child’s home address

» Please write the child’s full address including the postcode.

+ The address given must be the child’s normal place of residence. You should not use a
business, relative or carer/childminder’s address and you cannot use a temporarily rented
address to secure a school place for your child. If there is a formal equal share custody
arrangement between the two parents, it will be left to the parents to decide which address to
use.

+ In order to ensure fairness to all children applying for a school place, we reserve the right to
check details submitted by parents/guardians against council records.

+ Documentary evidence confirming address details must be provided with the form. This should
be a copy of your current council tax bill and/or a signed tenancy agreement and a
recent utility bill.

» There are restrictions on who can apply for a school place from abroad. Please read the notes
regarding applications from abroad on Surrey County Council’s website.

+ Any offer based on where your child lives is conditional on your child being resident at that
address on the date the offer is made.

+ Any offer of a school place made on the basis of false information may be withdrawn, even if
the child has already started at the school.

Date the child moved to this address
Please include the date the child moved to this address.

Name and address of current school

It is very important that you include details of the child’s current school and the date they started. If
your child is not currently on roll at a school you should put N/A in this section but you must include
details of previous schools.

Other schools attended
Please include details of all other schools attended before the child started at their current school.
You must include dates of attendance. Please continue on a separate sheet of paper if necessary.

Reason for change of school

Please give the reasons why you wish the child to change school. Ifitis to do with difficulties in their
current school, you should include details of what you have done to try and resolve those difficulties.
If the child is not currently in school, you should provide the reasons for leaving their previous school.
Please continue on a separate sheet of paper if necessary.


https://www.surreycc.gov.uk/schools-and-learning/schools/admissions

Is the child in the care of a local authority?

« If the child is in ‘public care’ (eg foster care), you should not complete this form. Instead, the
child’s social worker should complete Surrey’s separate form ‘Child in care application for in
year admission to school’. By law, looked after children receive top priority for admission to
school. Itis therefore important that the social worker completes the correct application form.

* Has the child previously been in care and did they leave care through adoption, a special
guardianship order or a residence order?

« If the child was previously looked after but left care through adoption, a special guardianship
order or residence order you must indicate this on the application form and provide supporting
evidence from their social worker.

Does the child have an Educational Health Care Plan (EHCP)?

« If the child has an Educational Health Care Plan (EHCP) you should not complete the in-year
application form. Instead, you should contact the SEND team for the local authority in which
the child lives for details on changing school.

« If the child has special educational needs but does not have a current Educational Health Care
Plan you should answer '‘No’ to this question and continue completing the form.

Does the child have any restrictions on their residency in the United Kingdom?

If the child has any restrictions on their residency in the United Kingdom you should answer ‘Yes’ to
this question and provide evidence of the child’s status within the United Kingdom, including their
Passport, Visa and any relevant Home Office documentation.

Headteacher Statement from current school

You must pass the form to the Headteacher of your child’s current school (if that school is in the
United Kingdom). They should complete the section marked ‘Headteacher Statement’ and return the
form to you. If you send the form to us without this section completed, we will return the form to
you and this is likely to lead to a delay in processing your application.

Do you have parental responsibility for this child?
Please confirm if you have parental responsibility for the child. Parental responsibility is defined by
the Children Act 1989 and amended by the Adoption and Children Act 2002.

» For children born prior to 1 January 2003, the child’s natural mother acquired parental
responsibility automatically at birth. The child’s natural father only acquired parental
responsibility if he was married to the mother at the time of birth or if they married
subsequently.

* For children born since 1 January 2003, a child’s natural father will also have parental
responsibility if he jointly registered as the child’s natural father following the child’s birth.

+ Other people who do not have automatic parental responsibility, including step-parents,
grandparents and other close relatives, can obtain parental responsibility by seeking a parental
responsibility legal agreement, obtained with the consent of all persons with parental
responsibility or by a court order, or when a child is placed with them for legal adoption.

+ If you are a distant relative or not related at all to the child it is likely that you are a private
foster parent. In law this means you must tell your local council you are caring for the child
and also you must tell the child’s parents (or the person with parental responsibility) about
the application for a school place and obtain their permission.

Relationship to child

Please confirm your relationship to the child, eg mother, father, aunt, uncle, grandparent, family
friend. If you are not the child’s parent and the child is not under the care of a local authority, please
supply a letter from the parent to explain the circumstances and why the child lives with you or a
copy of the official documentation that indicates that you have legal guardianship of the child.

Are you working as a Crown Servant or in Her Majesty’s Armed Forces?

If you are working as a Crown Servant or in Her Majesty’s Armed Forces and have been given notice
of a relocation, we may be able to accept an application for admission ahead of a move, even if the
move is not due to occur for some time. If this applies you should include evidence of your relocation
and provide details of a posting or unit address as soon as these are available.



Are you making an application for any other children who are part of the same family? In
order to best support families who are making an application for more than one child, please indicate
here if you are making an application for any other children who are part of the same family.

Declaration of parent/guardian/carer
Please read the declaration and undertaking carefully before completing your name and signing and
dating the form.

The Next Steps
Before returning your application form, please check the following:
+ That you have attached confirmation of the child’s home address. This should normally be a
copy of the current council tax bill and/or tenancy agreement and a copy of a recent utility bill
« That if applying for a social/medical placement, you have attached appropriate professional
evidence to support your case
« Ifthe child’s current or previous school is in the United Kingdom, that the school has completed
the Headteacher section of the application form
« If the child is not a UK or EEA national, that you have attached a copy of the child’s Passport,
Visa and any relevant Home Office documentation
« If you are not the child’s parent, and if the child is not in the care of a local authority, that you
have attached a letter from the parent to explain the circumstances, or a copy of the official
documentation to show legal guardianship of the child
+ That the child’s full name and date of birth is listed clearly on each additional sheet that you
have enclosed.

Failure to complete the application fully or to attach evidence is likely to result in a delay
in processing your application.

You must then send the completed form and copies of the requested information directly to Boxgrove
Primary School, Boxgrove Lane, Guildford GU1 2TD, for the attention of Admissions.

What to do if you have any questions

If you have any questions about completing the in-year application form, please contact Admissions
on 01483 563701 or email info@boxgrove.surrey.sch.uk.



