Primary, Secondary and
14+ School Admissions Booklet
September entry to Reception, Year 7 and Year 10

Torbay Information for
Parents and Students

TIPS 8

Please keep this brochure until you have received and accepted an offer
of a school place for your child.
The information in this booklet is correct at the time of publication in August 2015.
Any subsequent amendments can be found at www.torbay.gov.uk

This document can be made available in other formats.
For further information please contact 01803 208908
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Child’s
date of birth

When to apply
Allocation day
(deadline in bold)

Start date

Reception
1 Sept 2011
to 31 Aug 2012

1 Nov 2015 to
15 Jan 2016

18 April 2016

Sept 2016

1 Sept 2012
to 31 Aug 2013

1 Nov 2016 to
15 Jan 2017

17 April 2017

Sept 2017

1 Sept 2013
to 31 Aug 2014

1 Nov 2016 to
15 Jan 2018

16 April 2018

Sept 2018

Year 7 transfer
1 Sept 2004
to 31 Aug 2005

1 Sept to
31 Oct 2015

1 Sept 2005
to 31 Aug 2006

1 Sept to
31 Oct 2016

1 March 2017

Sept 2017

1 Sept 2006
to 31 Aug 2007

1 Sept to
31 Oct 2017

1 March 2018

Sept 2018

1 March 2016

Sept 2016

Year 10 transfer (only if moving to 14-19 provision)
1 Sept 2001
to 31 Aug 2002

1 Sept to
31 Oct 2015

1 March 2016

Sept 2016

1 Sept 2002
to 31 Aug 2003

1 Sept to
31 Oct 2016

1 March 2017

Sept 2017

1 Sept 2003
to 31 Aug 2004

1 Sept to
31 Oct 2017

1 March 2018

Sept 2018

For applications for sixth form please contact your preferred
school or college directly.
Where applications can be made online, the facility will close at 23.59pm
on the deadline date. Paper applications should be received in the
Student Services office by the deadline date – if you post close to this
deadline you should obtain proof of posting.
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Introduction
The aim of this brochure is to
provide parents and carers of
children living in Torbay with
information needed to apply
for a school place in the main
admission round i.e. at the
normal times when children
start or move school.
Key admission information
about the schools in
Torbay is provided in the
primary, secondary and 14+
supplements that are published
online each year and available in
hard copy on request.
In this brochure, the term ‘school’ is used to refer to both maintained
schools and academies.
Torbay Council has a coordinated scheme to ensure, as far as possible,
that each child receives just one offer of a state school place. This
means that parents cannot hold on to more than one school place at
a time.

STEP BY STEP GUIDE
STEP 1: Understanding how the application
process works
Before you complete the application form, it is very important that you
understand how the process works:
• You use one form (electronic or paper) to apply for up to three
state schools in any council area before the deadline date.
You should complete this form even if your child has a Statement
of Special Educational Needs or an Education, Health & Care Plan.
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• You must complete Torbay Council’s form if you live in Torbay, even
if you are applying for schools outside Torbay. Either the online
form can be completed at www.torbay.gov.uk or paper forms
are available from schools, Connections offices or by telephoning
Student Services on 01803 208908.
• If your child lives outside of Torbay you will need to apply to the
council where your child lives, e.g. Devon County Council, using
their application form.
• If you are applying for a place in year 7 and you wish your child
to be considered for a place at a selective school you should also
complete a registration form (available from the school or from
www.torbay.gov.uk) and return it to your preferred school by the
September deadline. Cut off dates are published online at
www.torbay.gov.uk. You will then be sent details about
selective tests.
• You are asked to list up to three state schools on your application
form, in the order that you prefer them.
• If any of the schools that you list are in other councils’ areas, we
will pass the relevant details to those councils.
• Your child will be considered separately for each school that you
have listed. Using the school’s published admission criteria (the
order in which places are allocated) the admission authority decides
whether or not you can be offered a place. Torbay Council will not
pass on the order in which you have listed your preferred schools,
nor will we tell schools which other schools you have listed.
• Before places are offered we will check whether your child can be
offered a place at more than one of the schools you have listed.
• If your child can be offered a place at more than one school, you
will be offered a place at the school listed highest on your form.
Your application will not be given priority over anyone who stated
it as a second or third preference unless they have lower priority
against the admission over-subscription criteria.
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• If you have applied online and have asked to be notified by email,
you will receive an email on the allocation day. Otherwise we will
write to you by second class post, posted on the allocation day,
with the result of your application.
• If you are not offered a place at one of your listed schools, your
child’s name will be put on a waiting list for that school and you
will have the right to appeal against the decision.

Places for children with an Education, Health & Care
Plan/Statement of Special Educational Needs
Usually your preferred mainstream school will be able to cater for your
child’s needs. You should apply in the same way as all other parents,
either online or using a paper form.
In exceptional cases, children may need to access specialist provision
at mainstream school, in a special school or at other specialist
provision.
You should consider the views of professionals who work with your
child, and the views of your child’s current school or nursery setting.
This is often discussed at the annual review meeting.
Admissions for pupils with Statements or EHC Plans will be managed
by Torbay’s Special Educational Needs and Disabilities (SEND) section
who will follow the SEND code of practice and consult formally
with the governing body of your first preference school to establish
whether the school can meet your child’s needs. We will also consider
whether this is a good use of the council’s resources. A school cannot
refuse a place simply because your child has special needs.
The SEND team will write to you on or before the allocation day with
your child’s amended Plan/Statement which will include the name of
the school where your child has been allocated a place.
If you are unhappy about this you have the right of appeal to the
Special Educational Needs and Disability Tribunal. You can contact the
SEND team on 01803 208274.
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If your child is in the process of being assessed for an Education,
Health & Care Plan you should apply for school places on the
assumption that no Plan will be issued. If one is subsequently issued,
discussion will be held with schools as above and preferences can be
adjusted through that process, as SEND staff and other professionals
work with you to find the most appropriate school for your child.

Deferred entry to primary school
Legally your child does not have to start school until the term
following her/his fifth birthday. However, most children start in
Reception in the September of the school year in which they are 5.
You can apply for a school place and then delay your child’s start
until later in the reception year without jeopardising the offer of a
place. Pupils born between 1 September and 31 December would be
expected to take up their place no later than the start of the spring
term. The deferred admission arrangements do not allow summer
born children to keep a place until the Autumn Term in year 1.
The table below will help you:
Child born
1 Sept – 31 Dec
1 Jan – 31 Mar
1 April – 31 Aug

Normal date of
admission
Autumn Term
Autumn Term
Autumn Term

Deferred admission
Spring Term
Spring or Summer Term
Spring or Summer Term

Parents with summer born children who do not want their child to
start school until the autumn term following their fifth birthday will
need to apply through the in year admissions process for them to be
admitted into year 1 and should be aware that many schools will have
no places available. If parents of these children want them to start in
Reception the term after their fifth birthday, they will need agreement
from the school concerned and will need to apply in the following
main admission round and compete for places with other children
in that cohort. Please contact the Student Services office for further
advice on 01803 208908.
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STEP 2: Gathering information
You should collect as much information as possible about your
preferred schools, especially their admission procedures. You can do
this by:
• Reading this brochure and the school supplements (also available
at www.torbay.gov.uk with links to school websites)
• Obtaining the brochures of any other council whose schools you
are interested in
• Contacting schools to see their prospectus
• Looking at schools’ websites
• Reading schools’ admission policies (available at www.torbay.gov.uk
or from the school)
• Talking to staff in your child’s current setting
• Visiting schools (phone first to make an appointment) or attending
school open days or evenings
• Finding out which, if any, of your preferred schools require you to
complete a supplementary form and/or selective test
There are several Devon schools not far from Torbay and you can
get details of these schools by contacting the Education helpline
0345 155 1019 or emailing admissions@devon.gov.uk or visiting the
website www.devon.gov.uk/admissions.

STEP 3: What to do with the information
Some schools are oversubscribed: they receive more applications than
they have places to offer. Before you make your list of preferred schools
it is important to get a realistic idea of whether or not your child is likely
to be offered a place at those schools. You can do this by:
• Carefully reading the admission criteria for each school you are
interested in. This is the order in which places are allocated.
• Checking how many applications were made last year and how the
places were allocated using the admission criteria.
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• For secondary transfer pupils, entering your child for a selective test
if you would prefer them to attend a Torbay grammar school or the
selective stream at The Spires College (formerly Westlands).
• You could also read reports on the school by Ofsted inspectors
(available from libraries or www.ofsted.gov.uk)

STEP 4: Filling in the form
Use the correct form – if you live in Torbay you must fill in Torbay
Council’s form. You must do this whether the schools you wish to
apply for are in Torbay or in other areas.
If you live outside Torbay you must fill in the form issued by the
council where your child lives, even if you want to apply for a Torbay
school.

Applying online
Applying online is a secure way of ensuring your application reaches
us. It provides you with a record of your application and you can
change the details on your application form at any point before the
closing date.
For parents who live in Torbay, to apply online you need to
register at www.torbay.gov.uk and create a password. This takes a
few minutes and can be done any time from the opening date of
the application period. The system is available 24 hours a day, 7 days
a week. If you live outside Torbay you will need to go to the
website of your home local authority.
Applying online has several advantages; it speeds up the application
process, gives you peace of mind that the form is not lost in the post,
allows us to check the data more easily to minimise the likelihood
of errors and reduces paperwork, postage costs and the amount
of council offer time spent on data entry. You will receive an email
confirmation that your application has been submitted.
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There is no risk that your application will get lost. You will receive
notification of the school allocated on the allocation day, as long as
you check the email box when you apply. If you need help to
complete the online application form, call our admissions helpline on
01803 208908.

Applying on paper
If you do not want to apply online you can apply using a paper
common application form. Forms are available from schools,
Connections offices or Student Services, telephone 01803 208908.
The following information applies whether you are applying
online or on paper.

Your child’s details
Name
Please make sure that your child’s name is spelt correctly and in the
same way as their details are held by their current setting.
Address
You must state the address where your child lives most of the time
and where they will be living on the closing date for applications. We
may check Council records to see if you are registered at the address
that you put as your child’s address.
If we are unable to confirm the address, we or the admission authority
will contact you for further documentary evidence. This is likely to
include a council tax bill, utility bill or evidence of child benefit or
other benefits payment. Telephone bills and bank statements are
not normally admitted as sources of evidence. You must not use a
business address, childminder’s address, relative’s address or any
address other than your home. You should be aware that Student
Services, in conjunction with the Council’s legal team, will investigate
any instance where we strongly suspect that the child does not live at
the home address you have stated. If a place is offered on the basis of
false information, it will be withdrawn.
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If you are separated from your child’s other parent and your child
lives partly at your address and partly at their other parent’s address,
the address used will be the one where the child lives for 80% of the
school week. This should be supported by a court order. If you have
a genuine shared-care arrangement with your child’s other parent
or have no legal evidence of another arrangement, the address of
the parent who is claiming/would be eligible for child benefit for
the child will be used for the purpose of the application, unless
specified otherwise in an admission policy. You must put the correct
child’s address on the application form. Failure to do so may result in
withdrawal of a place offered to you. The final decision will rest with
the Admission Authority. For children in public care the address will be
the carer’s address.
Parental responsibility
You must have parental responsibility to apply for a school place for
your child. If you have shared parental responsibility you will need
to agree on your preferences for school places before we are able to
offer your child a school place, as we can only make one offer of a
place for each child.
If you are caring for someone else’s child it is important to state
your relationship to the child on your application. If you aren’t the
child’s parent and are not a close relative of the child (aunt, uncle,
grandparent, brother, sister or step-parent) and you don’t hold a Child
Arrangement Order or Special Guardianship Order, then this may be
a private fostering arrangement and the law says you must notify the
local authority if the child you are caring for is under 16 (or under
18 if disabled) and is staying with you for 28 days or longer. You can
find out more about private fostering by visiting www.torbay.gov.uk/
privatefostering or by telephoning 01803 208100.
Moving house
Even if you are expecting to move house, you should still apply by the
deadline to the local authority where you will be living on the deadline
date. Please call Student Services for further information on 01803 208908.
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If you move after the deadline and before the allocation day, you
must contact us immediately and provide evidence of your new
address which will then be used as the allocation address if you move
before the moving notification date for moving for that admission
round (see www.torbay.gov.ukschooladmissions for details). Changes
of address will need to be evidenced by a tenancy agreement,
exchange of contracts or other legal evidence that you will be moving
to the new address for this address to be taken into account. If your
move takes you to a different area, either within or outside Torbay,
you will be able to change your preferences unless otherwise stated by
an admission authority.
If you move before the moving notification date and do not tell us,
and are allocated a place that you would not be entitled to because of
your move, the place may be taken away.
If you move after the moving notification date and want to change your
preferences as a result, this will be dealt with after the allocation day.
If you are moving into Torbay and have not applied on time to your
previous local authority, your application will be treated as late.
If you anticipate moving out of Torbay at any point during the
application process, please contact the Student Services team for
further advice.

Your list of preferences
Preferences
Please list up to three state schools (which can include academies,
church schools and foundation schools) in your preferred order.
They can be in Torbay or other council areas. Please write the name
of your first preference school (and address if it is out of Torbay and
you are applying on paper) in the box marked ‘Preference 1’ and so
on, up to three preferences. Please be aware that you cannot
give equal preferences and you cannot state more than three
preferences. You do not have to use all three preferences.
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However, you are advised to do so because if we cannot meet your
stated preferences we will allocate the school closest to your home
address when all other preferences from other parents have been met.
It is better that you make this choice. Nearly all parents who give three
preferences have a place at one of their preferred schools. Applying
for only one school will not improve your chances of getting a place
at that school. If you are applying for a place at a 14+ school, your
child will keep their place at their current school if the 14+ school is
not able to offer a place.
Some schools in Torbay have a designated area. The designated areas
are shown at www.torbay.gov.uk or on school websites. A designated
area is a defined territory around a school where applicants have priority
over those outside the area. Applicants living outside the designated
area will not necessarily be unsuccessful; they just have lower priority. If
your preferences are for schools that are likely to be oversubscribed, it
would be a good idea to list your designated school (or closest school if
there is no designated school) as one of your preferences.

Siblings
If your child will have a brother or sister (a sibling) attending any of
your preferred schools at the time of application you should complete
the siblings details box alongside the preference. Please be aware,
however, that the definition of sibling can vary from council to council
and from school to school; also some schools will only consider
siblings who are on roll at the time of admission (the September
following application). You are therefore strongly advised to check
with the council(s) or school(s) concerned.

Supplementary forms
Selective schools
If you wish to apply for a place at a selective school you will need to
complete a registration form and send it to the selective school where you
would like your child to sit the selective tests, by the registration deadline.
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This is in early September each year. Details are on the council’s
website www.torbay.gov.uk If you have missed this deadline,
please contact the school for advice. Even if you have completed a
registration form for a selective school, you will still need to submit an
application form to Torbay Council.
Torquay Boys’ Grammar School also has a supplementary information
form for pupils eligible for pupil premium.

Faith schools
If you wish to apply for a place at any of the following schools you
will need to complete a supplementary form for your application to
be considered on faith grounds (and therefore prioritised above other
applications).
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Your form should be returned directly to the school by the application
deadline:
• All Saints, Babbacombe Church of England Primary School
• Collaton St Mary Church of England Primary School
• Galmpton Church of England Primary School
• Ilsham Church of England Academy
• Priory Roman Catholic Primary School
• Queensway Roman Catholic Primary School
• Sacred Heart Roman Catholic Primary School
• St Margaret Clitherow Roman Catholic Primary School
• St Marychurch Church of England Primary School
• Torre Church of England Academy
• St Cuthbert Mayne Joint Catholic and Church of England School
You will still need to complete an application form for Torbay Council.
You should complete and submit the supplementary form by the
closing date. Forms can be downloaded from www.torbay.gov.uk or
obtained through the school.

Children of staff at the school
Where schools include this in their admission criteria and you work at
the school you will need to complete form SUPP1, Children of Staff, in
addition to completing the common application form. You will need
to pass the form to your head teacher to sign. You should complete
and submit the supplementary form to the Council by the application
deadline.

Changing preferences
If you have applied online you can change your preferences easily at
any time up to the closing date by logging on to the online system.
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Do remember to re-submit your application after making your changes.
If you have applied on paper and want to change your preferences
before the closing date you will need to write to Student Services, 4th
Floor South, Tor Hill House, c/o Town Hall, Castle Circus, Torquay TQ1
3DR. If you change your preferences after the closing date, unless there
are significant and exceptional reasons such as moving house, your
revised application will be treated as late and will not be considered
until after all on time applications have been processed.

STEP 5: Sending in/submitting the form
Online applications must be submitted before midnight on the closing
date. After this date you will not be able to apply online. If you alter
the details of your online application you must remember to re-submit
it, otherwise it will not be processed. The paper form is in triplicate
and you should return it to a Connections office or to your local
school. Ask them to date stamp the third copy and keep it as evidence
that you have submitted it. Alternatively you can post the form to
Student Services, 4th Floor South, Tor Hill House, c/o Town Hall, Castle
Circus, Torquay TQ1 3DR. Include a stamped envelope addressed to
yourself so that we can acknowledge receipt of your application and
if you haven’t had the acknowledgement after 2 weeks contact us to
check that the form has arrived. If you post your application form it
must reach our office by the deadline date.

Late applications
If Student Services do not receive your application by the deadline
your child will not be considered for a place until after all applications
received on time have been considered, unless you have proof that
exceptional reasons such as a very serious illness, hospitalisation or
bereavement prevented the application from being made on time.
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If your application form is received late, you do not have any
exceptional reasons that prevented the form from being submitted on
time and you have stated a preference for a selective school on your
form, this may mean that your child will not be able to sit the selective
test until after the allocation day. Each selective school will have its
own arrangements for testing late applicants.

STEP 6: The result of your application and
how waiting lists work
On the allocation day we will send you an email with the result
of your application if you applied online and ticked the email box.
Otherwise we will write to you by second class post on that date.
The communication will tell you which school place your child has
been offered. If none of your listed schools can offer a place you will
be offered one at the school closest to your child’s home that has
a place available, unless you are applying for a 14+ place for year
10, in which case we will assume your child will keep their place at
their current school. For reception children, there will be a slip to be
completed and returned to the school to accept the place. If you are
offered a place and do not accept it, we will write to you giving you
a deadline to accept before the place is taken away and allocated
to another child. Secondary schools will contact parents of pupils
allocated a place at their school directly. If you applied after the
deadline your application will be dealt with in the second round of
allocations wherever possible.
Waiting lists must be kept by all admission authorities until 31
December following the September start date. Some admission
authorities may choose to keep a waiting list beyond this time. If
you want to continue to keep your child on the waiting list after 31
December you will need to complete an In Year application form and
to reapply at the start of each half term.
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STEP 7: The appeals process
If you are refused a place at a preferred school, you can appeal if
you think you have exceptional circumstances to support your child
gaining a place there. Appeals are heard by panels of people who
have not taken part in deciding how the places were allocated.
You will be invited to present your case in person and you will be
allowed to bring a friend or representative to help you if you wish.
The law says that no Key Stage 1 class (infant class) should have more
than 30 pupils and there are limited grounds for appeal panels to
allow appeals at Key Stage 1. For further information please see the
council’s website www.torbay.gov.uk/schooladmissions and follow the
link to admission appeals.

Financial assistance
Free school meals
All children in Key Stage 1 receive free school meals. You will need to
register for these through your child’s primary school. For years 3
and above, if you receive certain benefits/universal credit your child
may be eligible for free school meals. Please see the council’s website
www.torbay.gov.uk/freeschoolmeals for further information and an
application form.

Transport
Normally parents are responsible for getting their child to school.
In certain circumstances the council provides travel assistance – on
grounds of distance, low income, safety or where a child has learning
difficulties or disabilities that prevent them from walking or using the
bus. For further information please see the council’s website
www.torbay.gov.uk/schooltravelsupport.
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Further help
If you need more information you can
• Call the admissions helpline on 01803 208908
• Visit your local Connections office
• Contact the Family Information Service on 0800 328 5974
• Visit the council’s website www.torbay.gov.uk
• Email your enquiry to pupil.services@torbay.gov.uk

19

TIPS 8
Data protection
Information collected and processed by Torbay Council complies and
is stored in accordance with the UK Data Protection Act 1988.
The information you provide on your form will be used to process
your application for a school place.
Torbay Council does not rent, lease or sell your personal information
to third parties. The only parties that this information may be
disclosed to are other council departments, schools, other local/health
authorities, supporting agencies and Government. We may also need
to disclose information if required to by law. In accordance with the
Fraud Act 2006, should the information given be found to
be fraudulent then the offer of a school place can be withdrawn.
For further information please visit www.torbay.gov.uk or contact
Information Governance at dp@torbay.gov.uk. By signing and
returning the common application form, or by submitting it online,
you acknowledge that you have read, understand and agree to this
data processing.

20

3013/0815 www.torbay.gov.uk/communicationsteam

This document can be made available in other formats.
For further information please contact 01803 208245.

