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Frequently Asked Questions for Volunteer Independent School Admission Appeal Panel Members
What is a school admission appeal?
The School Standards and Framework Act 1998 provides for parents to express a preference for the school they wish their child to attend, if any of their preferences are refused, they have a right of appeal (see School Admissions Code 2021 para 2.32). Within Wiltshire Council, the Democratic Services team administer the appeals, arrange the panel and provide a trained clerk, who can give procedural and legal advice. 

When do school admission appeals take place?

School admission appeals take place all year around, apart from in school holidays. We are much busier with appeals between May and July, following the main round of applications for admission to primary school and secondary school for the following academic year. 
Appeals usually take place between 9am to 5pm Monday to Friday. Sometimes in busy season, appeals may run past 5pm. 
What is the process for school admissions appeals?

Prior to appeals, there is a 15 minute briefing for the Panel and the clerk. This is partly to ensure that there are no technical issues, and so that the Panel can raise and discuss any particular issues and how the meeting will run.

At an individual appeal (1 appellant) the Admissions Authority (AA) or school present their case as to why they cannot admit any more children. Then the Panel and the appellant get to ask questions regarding the school’s case. Following this the AA/school sums up their case. Depending on the type of appeal, there is sometimes a short recess at this point. Then the appellant presents their reasons why they feel their child should have got a place at the school. Then the Panel and the AA/school get to ask questions of the appellant. This is followed by the appellant summing up. At this point everyone other than the Panel and the Clerk leave the meeting, and the Panel makes its decision, following the rules set out in the School Admission Appeals Code 2022. 

Where there are many children appealing for the same school and year group, then these are held as grouped appeals, where it is held in 2 stages. At the first stage, all appellants attend, and the AA/school presents its case as to why it cannot admit any further children. Then all the appellants, and the Panel are able to ask questions of the school about their case. Questions at this point should be restricted to the school’s case and not relate to appellants individual circumstances. Finally, the AA/school gets to sum up. Everyone other than the Panel and the Clerk leave the meeting at this point. Depending on the type of appeal, the Panel may do some of their decision making regarding the school’s case at this point. 
For the second stage, each appellant has their own individual appeal hearing, so that it is private. They present their reasons for appealing and the Panel and sometimes the AA/school ask questions. Then the appellant sums up. This is repeated for each appellant. Once all the appellants have been heard, the Panel can make their decisions regarding the appeals, following the rules set out in the School Admission Appeals Code 2022. 
Who attends appeals?

· The 3 Panel members;

· One must Chair the appeal and preside over the proceedings (this is usually an experienced Panel member who has previously indicated to us their willingness to Chair appeals)
· One must be a Lay member (defined by the School Admissions Appeals Code as someone without personal experience in the management of any school or provision of education in any school (except as a school governor or in another voluntary capacity))

· One must be a Non-Lay member (defined by the School Admissions Appeals Code as people who have experience in education, who are acquainted with educational conditions in the local authority area, or who are parents of registered pupils at school). 

· The Clerk (a member of Democratic Services who has received training on school appeals procedure and law, and can provide advice to the Panel) 

· Representative(s) of the Admissions Authority (AA). This can be some or all of the following:

· A member of the Wiltshire Council Admissions team, who represent Local Authority (or maintained) schools, and some academies where they have bought into that service

· The head teacher 

· An admissions officer from the school

· The appellant(s) and anyone supporting them

Sometimes we may have other people attending at the request of the appellant, for example interpreters, social workers, or family members. 

Sometimes at appeals trainee clerks and Panel members will attend just to observe. They would also observe the decision making process, but would not take part.
The children themselves do not usually attend appeals. We do not recommend that appellants bring their children as it can be intimidating and distressing for the child. 

How long does an appeal take? 

An individual appeal usually takes around an hour, sometimes a bit shorter or longer. There is also a 15 minute Panel briefing ahead of the appeal, and the decision making afterwards, so as an estimate in total an individual appeal usually takes around an hour and a half.  
The length of a grouped appeal will vary depending on how many appellants are involved. The stage 1 (School’s Case) usually takes around an hour. Then the appellants individual stage 2’s take around 30 minutes. There are short breaks in between each stage/hearing. Group appeals can vary from 2 appellants to about 20 appellants (although that many is rare in Wiltshire), so in total they may take a morning, or be spread over several days. 

How are Panel members chosen for appeals?

We have a pool of Panel members, and when we schedule appeals, we send the details to all Panel members by email to see if they are available, usually with a deadline of a few days to respond to us and a date by which we will respond to confirm if you are on the Panel. 
Having received all responses, we will pick Panel members based on whether they are classified as Lay or Non-Lay (there must be 1 of each on every Panel), and who has indicated their willingness to Chair appeals. We will also look at who has done appeals recently, to try to share out the load, and ensure that everyone gets a chance to be on Panels.   

We then advise the Panel members that we have chosen, so that they can allocate time in their diaries. Following this, further details on the appeal will be circulated.

What information will be circulated in advance of appeals?

About a week prior to an appeal to the appeal, we will email out an appeal pack to everyone involved in the appeal. This will usually contain:

· The schools written case as to why they cannot accept more children

· A floorplan of the school (if available)

· A map of the area where the school is and other schools in the locality

· The appellant’s appeal form, which includes their grounds for the appeal

· The application made by the appellant

· The decision given to the appellant

· Any supporting evidence provided by the appellant (for example this could be evidence of a house move or a medical condition)

We will also post a hard copy to all involved (unless they have indicated that they are happy with just the electronic versions). 
It is expected that Panel members will thoroughly read the appeal pack prior to the appeal. 

When distributing the appeal pack, we will also email a schedule and Teams links for the appeal(s).
How much time will I need to devote to the role?

This will vary a lot, depending on how many appeals we receive, your availability and how many Panels you volunteer for and sit on. Some months, it may only be a few hours, but in busy season this may increase to a day or 2 a week. 

How long appeals take is detailed earlier in this document. There would also be preparation time for each appeal, and occasional training sessions. 

Prior to sitting on appeal, we would expect a new Panel member to observe several appeals to see what they are like in practice.
Whilst there is no minimum time commitment, we would expect Panel members to take part in appeals on a semi-regular basis. 

How are appeals held?

Our appeals are held remotely, online, using Microsoft Teams. Teams is similar to Zoom. The meetings are essentially a group video call. 

There is an online version of Teams which is free to use. You can also download the basic version of Teams for free, should you choose to do so. If using the online version, it is best used with the Microsoft Edge or Google Chrome web browsers (both of which are also free to download).  

We set up the appeals and will send you a link to join the Teams meeting by email, you will simply need to click on the link to join the meeting. 

You would be expected to use your own IT equipment, such as laptop or PC, as unfortunately we are unable to provide these. You will also need an internet connection. 
Occasionally, if an appellant asks for a valid reason, then we may hold appeals in person (at the nearest Wiltshire Council Hub to the appellant, so Trowbridge, Chippenham or Salisbury). Or alternatively we may hold a ‘hybrid’ appeal, where some attendees are present in person, and some join the meeting remotely. 
What training is provided?

For new Panel members, we will arrange and pay for an external provider to give training on schools appeals and the relevant legislation and codes, that meets the requirements of the school appeals code. This will take place online. You will also have a session with the Democratic Services Appeals Team Lead, who can provide further information on the processes and procedures on how our appeals are run. This will also be online. Training documents and copies of the relevant codes will be provided. 

All new Panel members are required to take part in the training and to observe several appeals prior to sitting on a Panel. 

Occasional refresher training will also be provided, particularly if there are changes to the relevant codes. We also usually run an annual review, where all Panel members, clerks and the admissions team meet to discuss how the year has gone, take on board any learning points where things can be improved, discuss any interesting cases, and just have a general catch up. 

Are appeals confidential?

Yes. A lot of private and sometimes sensitive information is disclosed at appeals. You will therefore need to be conscious of data protection principles. You should not divulge details of appeals to other people outside of the Panel members and Wiltshire Council officers involved. Any hard copy appeal packs should be shredded after appeals, and electronic copies should be deleted. 
What is the pay for this role?

This is a volunteer role so is unpaid. 

Can I claim expenses? 

For remote appeals, no expenses are paid. 

If you need to attend an appeal in person, we will pay travelling expenses. For car journey’s expenses are paid at 45p a mile. For travelling by train (standard class only) or bus, receipts should be provided, and you would be reimbursed in full. 
For an in person appeal, and depending on the duration of the appeal, we may also pay subsistence expenses. For example, if an appeal lasted most of a day, then we would cover the cost of your lunch up to the amount of £8.50. Again, receipts should be provided.  

Please note that it may take a few weeks to process and pay expenses. 
Requirements to be a Panel member

Please see the job role and description for this position. 

Why should I become a Panel member?

Being a volunteer panel member can be a good way of giving back to society, taking part in important decisions that affect the welfare of children and parents and keeping busy and maintaining social interaction if you are not currently working. It can also be rewarding and fulfilling, and a way of developing skills. 

Further reading/resources
The School Admissions Appeals Code
The School Admissions Code
Appealing against a decision - Wiltshire Council
A parent’s guide to school admission appeals
