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Start/End Process or Task

S £ Admissi o I Bases data from Capita One is amended and
tart of Admissions e confirmed prior to its inclusion in the spring
process data
software release.

v Often set up by copying the current year’s
R R transfer group, sub group data and online
AR set-up into the next academic year. To set up
v manually and select appropriate students,
PTTIStudent see RG_OL_ATBO_Transfer Group_Set Up
selection [ Phased.pdf.

February prior
to academic

v APT files include children in the TG whose
home LA is not the system LA. They tell the
child’s home LA to expect an application from
them during the admissions round.

Create APT file

\ 4
Import APT files This ensures that all children of the right age
I living in the LA are known.

Does the LA use feeders or
catchments to create
preferences?

Flag Feeder creates a preference for any
school linked as a receiver to the child’s
current (registered) school.
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Flag Catchment (using GIS or postcode
Yes catchment) creates a preference for any
+ school where the address is in catchment.

Run Flag Feeder and LAs can use these to monitor the popularity
Flag Catchment of appropriate schools and provide advice to
Processes parents on appropriate schools (but not to
recommend schools).

Y

Does the LA issue UIDs to
applicants?
A UID is generated when a student is added
to a transfer group. LAs are recommended to
+ distribute these (without the date of birth) to
parents when encouraging them to make an
Distribute UIDs | ¢ Create UIDs application online. This reduces the amount of
work carried out by the LA to match students,
and the amount of data entry required from
the parents.

End June / Early July




Opening date varies between Local Authorities
Can be between September and mid-November
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Open primary
admissions round

Past the closing

Review and
resolve any
exceptions

Import
applications daily
and enter any

paper applications }

Match unmatched
students or add
them as new

Manage any multiple
applications (including
resubmitted
applications)

Manage any address J

conflicts

Ongoing validation
of all applications
within the transfer
group, supported by
the Copy Applicant
Reasons single and
batch processes,

the Flag Catchment
and Flag Feeder
processes, address
validation (some LAs
reference Council
Tax records), sibling
validation, distance
calculations etc,
according to LA policy
and oversubscription
criteria.

16" Jan.

Applications closed
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PLR Authority?

Yes

v

Create Prime ADT
file and send to
PLR hub

v

Receive and
import Prime ADT

files from PLR hub

Using A&T
Online?

Normally only one file is sent to the
PLR, and one is received.

The process to create the file for
the PLR also creates ADT files for
preference schools in other LAs that
are not part of the PLR.

Early February

h 4

Create Prime ADT
file and send to 3"
party online
system provider

v

Receive and
Import ADT file
from 3™ party
online system

provider

A 4

| Match unmatched
students or add

v

525

Create Prime ADT
files and post to

Y

A Prime ADT file is created for each
Local Authority.

Retrieve and
import Prime ADT
files from S2S

them as new

o

Manage any address conflicts

v

Review and resolve any exceptions




February
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Exchange ‘on time’
lates via Late ADT
file by an agreed
date in February

\ 4
Send application
data to OAA
schools, via ADT
(SIMS only) or
spreadsheet)

The PLR LAs have an agreed
date by which they will accept late
applications and include then in
normal offer processing.

This may also apply to other LAs.

Late February /
Early March

\ 4
Receive ranked data
from OAA schools,
via ASL (SIMS only)
or spread sheet (for
manual entry)

Applications can be sorted and
ranked by OAA schools via A&T
Back Office | Bases | Receivers |
Preferences.

Mid to Late March

A\ 4
Complete validation
and verification of
applications for
home LA
maintained schools

A 4

Run Make Offers

Has agreed number of iterations or
steady state (no more change) been
achieved?

Ongoing validation of all applications
within the transfer group, supported
by Copy Applicant Reasons
single and batch processes, Flag
Catchment and Flag Feeder
processes, address validation
(some LAs reference Council Tax
records), sibling validation, distance
calculations etc, according to LA
policy and oversubscription criteria.
Continues until offer processing
starts.

Run Resolve Offers

Import ALT file

—

Create ALT files and
exchange with
neighbours

Early April

v

Publish offers to
online

This copies the offer status of each preference

to the online tables (including any offered

system generated preference). It enables LAs
using Capita One to publish offers to parents

via A&T Public. LAs using an alternative online
solution can create an ALT offers to online file
and supplies the data used for the DfE’s statutory
Preferences Met return.
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16™ April (or the next working day
if 16™ April is not a working day)

Offers made
available online and
posted to parents

° Primary Phased Admissions Process Flowchart

National Offer Day or Common Offer Date
in Wales.

If an LA sends offers via email, the offer
emails are generated and sent on this
date at the nominated time.

Manage waiting list
until end of Autumn
term (end of
Summer term in
Wales)

Two weeks
after offer date

Y

Parents respond to
offers

Adjustments can be made to this date,
based on the responses. Places may be
reallocated to a student on the waiting list.
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A 4

Normal and in year
waiting lists moved
into next year’s in
year transfer group

The In Year Student Selection routine
adds any home LA student still waiting for
a place in the normal phased admissions
round to the next year’s in year transfer
group. They are now part of the In Year
waiting list.

See RG_OL_ATBO_Transfer Group_Set
Up In Year.pdf

End of Admissions
process
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