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Bourne Education Trust school admissions arrangements for 

2023/24 

School: Twickenham School 

 

Introduction 

Twickenham School (the school) is a secondary school in Bourne Education Trust (BET / the 

Trust). Twickenham School is Ofsted rated Good, we are a student-centred school and strive 

to ensure that our students develop to be the best they can be. 

 

Bourne Education Trust delegates its role as the admissions authority for Twickenham School, 

along with the task of determining the school’s admissions arrangements to the school’s Local 

Governing Committee (LGC) in line with the Trust’s scheme of delegation, with admissions 

decisions further delegated to a sub-committee of the LGC. 

 

Published admissions number 

Twickenham School has an intake of 180 pupils in Year 7. This is known as the published 

admissions number (PAN).   

Pupils with an Education, Health and Care Plan (EHCP) naming the school will be offered a 

place in accordance with the Education Act 1996 before other applicants are considered, 

reducing the number of remaining places available to the other applicants.  

 

Applications for a place in Year 7 for September 2023 

 

Applications to Twickenham School for a place in Year 7 for September 2023 are made 

through the London Borough of Richmond upon Thames (LBRUT) School Admissions service 

who coordinate our applications for any child living in LBRUT. To make an application for a 

place at the school, an applicant must name Twickenham School on the application form issued 

by the Local Authority. Information is available on their website, School admissions - London 

Borough of Richmond upon Thames.   Applications are made using their eAdmissions website, 

Home | eAdmissions. Further assistance can be obtained from the School Admissions service 

on 020 8547 5569.  

Applications may be made to Twickenham School for children living outside the London 

Borough of Richmond upon Thames by naming the school on the application form issued by 

the admissions team at local authority in which the child lives.  

 

Oversubscription criteria 

When the school is oversubscribed, after the admission of pupils with an Education, Health 

and Care Plan naming the school, priority for admission will be given to those children who 

meet the criteria set out below in the following order (notes may be found in Appendix A): 

 

1. Looked after children and children who were previously looked after children (see 

note 1). 

https://www.richmond.gov.uk/services/children_and_family_care/schools_and_colleges/school_admissions
https://www.richmond.gov.uk/services/children_and_family_care/schools_and_colleges/school_admissions
https://www.eadmissions.org.uk/


 
 

 

2 | P a g e  

 

2. Children who have exceptional social or medical circumstances where it is deemed 

that this is the only school which can meet their needs (see note 2). 

3. Siblings – children who will have a sibling in the school at the time of the child’s 

admission (see note 3). 

4. All other children.  Remaining places will be offered based on nearness to the school 

measured by the shortest route by road and/or maintained footpath from the 

property to the nearest pedestrian school gate (see note 4 in Appendix A for the 

definition of home address/permanent place of residence). Accessibility of private or 

public transport will not be considered. All distances will be measured using the 

Council’s geographical information system. 

 

Late applications 

All applications received after the closing date will be treated as late applications and only 

considered after all on-time applications have been processed. If there are vacancies, places 

will be offered based on the school’s admission criteria. If there are no vacancies, your child 

may be placed on the school’s waiting list. 

 

Admission of children outside their normal age group 

Parents may choose to seek a place outside their child’s chronological (correct) year group.  

Decisions will be made on the basis of the circumstances of each case and what is in the best 

interests of the child.   

 

The BET Policy for Education out of Year Group sets out how applications for admission of 

children outside their normal age group will be managed. 

  

Waiting lists 

Twickenham School will operate a waiting list for each year group. Any places that become 

available will be offered to the child at the top of the list on the day the place became available. 

The waiting list is ordered according to the criteria of the admission policy with no account 

being taken of the length of time on the waiting list or any priority order expressed as part of 

the main admission round. Fair Access admissions and school closure arrangements will take 

priority over the waiting list.  

 

The waiting list will be reviewed and revised each time a child is added to, or removed from, 

the waiting list, or when a child’s changed circumstances affect their priority. 

 

In-year admissions  

In-year admissions applications are those that are made to join an existing year group within 

the school. Applications that will not be considered to be in-year applications are those being 

made for entry to Year 7 for September 2023 if they are made prior to 1 September 2023. 

 

Applications for a place at our school should be made on an in-year application form found on 

the Richmond School Admissions website - In-year admissions - London Borough of Richmond 

upon Thames.  Comprehensive guidance about in-year admissions can be found through the 

same link. 

https://www.richmond.gov.uk/services/children_and_family_care/schools_and_colleges/school_admissions/in_year_admissions
https://www.richmond.gov.uk/services/children_and_family_care/schools_and_colleges/school_admissions/in_year_admissions
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The Local Governing Committee will consider the application in line with the Admissions 

Code 2021 and aims to respond to applicants within 10 school days of the application being 

received, but within a maximum of 15 days. 

 

Appeals 

If a place is not offered at the school, there is a right to appeal to an independent panel.  

Guidance and information regarding school appeals can be found on the Richmond.Gov.Uk 

website at School admission appeals - London Borough of Richmond upon Thames. 

 

 

 

 

 

 

 

Date determined:  

Next review: February 2023  

https://www.richmond.gov.uk/admission_appeals
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Appendix A - Definitions to support over-subscription criteria 

 

Note 1 – Looked after and previously looked after children 

Looked after children  

A ‘ looked after child’ is a child who is (a) in the care of a local authority, or (b) being provided 

with accommodation by a local authority in the exercise of their social services functions in 

accordance with Section 22(1) of the Children Act 1989, at the time an application for a school 

is made.  

Evidence requirements  

If you are applying for a child who is currently in the care of a local authority, you must provide 

a written statement from the child’s social worker which confirms that:  

▪ the child is currently a looked after child and is subject to a Section 20 Children Act 

1989 agreement (signed by parent(s) and the local authority) or a current interim care 

order, or a current final care order and  

▪ the name of the local authority the child has been placed in the care of and  

▪ the child is currently placed with a foster carer or in local authority accommodation.  

Previously looked after children 

 A ‘previously looked after child’ is a child who was previously in state care, but ceased to be 

because they were adopted (Section 46 Adoption and Children Act 2002), or became subject 

to a child arrangements order (Section 12 of the Children and Families Act 2014), or a special 

guardianship (by Section 14A of the Children Act 1989), immediately before having been 

looked after. It also includes children who appear to the admission authority to have been in 

state care (defined as in the care of or accommodated by a public authority, religious 

organisation or any other provider of care whose sole or main purpose is to benefit society) 

outside of England and ceased to be in state care as a result of being adopted.  

Evidence requirements  

If you are applying for a child who was previously in the care of a local authority in England, 

you will need to provide the following evidence according to your child’s circumstances below:  

▪ an adoption order made under section 46 of the Adoption and Children Act 2002, 

including the schedule which confirms details of the date and place of birth, and the 

placement of the child or  

▪ a written statement from the local authority where the child was previously in care 

confirming the child was in local authority care immediately before a special 

guardianship order was made, and a special guardianship order appointing one or 

more individuals to be a child’s special guardian(s), under section 14A of the Children 

Act 1989 or  

▪ a written statement from the local authority where the child was previously in care 

confirming the child was in local authority care immediately before a child 
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arrangements order was made, and a child arrangements order settling the 

arrangements to be made as to the person with whom the child is to live with under 

section 8 of the Children Act 1989 (as amended by section 12 of the Children and 

Families Act).  

For children adopted from overseas we require a photocopy of the relevant order of proof 

that the child was in state care outside of England and left that care as a result of being adopted. 

The order should be translated into English as necessary.  

Note 2 – Exceptional Social or Medical Needs 

Occasionally a very small number of children have exceptional social or medical circumstances 

which warrant a placement at Twickenham School. Applicants should make it clear on their 

application form that they wish their application to be considered under social / medical need.   

The exceptional social or medical circumstances might relate to either the child or the 

parent/carer.  Supporting evidence from a professional is required such as a doctor and/or 

consultant for medical cases or a social worker, health visitor, housing officer, the police or 

probation officer for other social circumstances.   

This evidence must confirm the circumstances of the case and must set out why the child 

should attend a particular school and why no other school could meet the child’s needs. 

Providing evidence does not guarantee that a child will be given priority at Twickenham School 

and in each case a decision will be made based on the merits of the case and whether the 

evidence demonstrates that a placement should be made at Twickenham School above any 

other.  

Common medical conditions and allergies can be supported in all mainstream schools, 

therefore priority under the exceptional medical criterion will not normally be given for these.  

Routine child-minding arrangements or a parent’s wish that a child attends the school because 

of the child’s aptitude or ability or because their friends attend the school are not normally 

considered to be an exceptional social reason for a place to be offered. 

Note 3 – Siblings 
Children are defined as siblings if:  

▪ they are a full, half, step, foster brother or sister and; 

▪ they live at the same address as the child named on the application and; 

▪ they currently attend the preferred secondary school and; 

▪ they will still be on roll at the time your child will be admitted in September 2022. 

It is the parent’s responsibility to make sure the sibling’s details are included on the application 

otherwise priority will not be considered.  

 

Note 4 – Home address 
The decision as to whether or not to accept an address for admission purposes will be made 

in accordance with the guidance set out below. This guidance applies to all applications and 

should be read in its entirety.  
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An application must be made from a single address and only a single application can be made 

for a child. If parents live separately, parents should read the information about joint care 

arrangements before deciding on which address should be used on the application.  

The address provided on an application must be where the parent lives with the child. It must 

be their permanent address at the date of application and where they will be living when they 

join the allocated school. If parents intend to move before September 2024, they must follow 

the process for moving home set out below. 

If the child lives elsewhere with someone who has legal care and control of your child which 

is due to a formal fostering arrangement through Social Services, parents must submit official 

letters from the professionals involved to confirm this at the time of application.  

Parents must notify the Admissions team immediately of a change of address or other 

circumstances, including changes to custody arrangements, which occur at any time during the 

process of the child transferring to secondary school. The application will be reassessed against 

the admission arrangements for the school using the new information. 

If parents fail to notify the Admissions team of a change, this may be treated as an attempt to 

obtain a school place on the basis of false information. The application and any offer made will 

be withdrawn in accordance with the School Admissions Code.  

Joint care arrangements  

If a child lives equally between two properties we will use one address to determine the 

outcome of an application: the principal parental address.  

In the absence of a formalised legal care arrangement, we will usually determine the principal 

parental address to be the address where a parent who holds parental responsibility 

permanently lives along with the child. In cases of shared care (both parents hold parental 

responsibility and care is split or shared), we will determine the principal parental address to 

be that of the parent who undertakes the majority of care during the school week. In cases 

where shared care is exactly equal, we consider all available evidence that you provide to 

support your application to determine the principal parental address. 

Please note: the address provided on the application submitted by separated parents will be 

subject to the same address verification checks as all other applications. In addition, we will 

consider information such as the principal address held by the current school, and the address 

previously used to apply for any school places for a child or any siblings under the same care 

arrangements. This to ensure there is consistency in the address being used to apply for school 

places, and that separated parents do not gain an advantage for admission to a preferred school 

based on distance by using different addresses. 1 

The assessment of the home address for admissions purposes  

Richmond Council is committed to following strict address verification procedures to ensure 

that only entitled pupils are offered places. They consider any school place obtained by 

deception to be unfair as another child is being deliberately denied their lawful claim to that 

place.  
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If someone suspects that a parent has applied using an address that the child does not live at, 

they should send an email to richmond.admissions@achievingforchildren.org.uk. Any 

information received will be treated in strictest confidence.  

The council will fully investigate any applications where there are doubts about the information 

provided, or where information has been received, that suggests a fraudulent or misleading 

application has been made even if this is after a school place has been offered or a child has 

started at the school.  

If an offer of a school place is made on the basis of false or misleading information, or 

information which changed before a child is admitted into the school, the place may be 

withdrawn. If a parent makes a fraudulent application, the child’s place can be removed even 

if they have started school. The council will make a judgment based on evidence available to 

them.   

The council will verify the address used on an application using council records and systems, 

agencies, fraud departments, education settings or other resources available to us. This is to 

confirm that the address given in the application can reasonably be considered as the child’s 

permanent home address for admissions purposes.  

If the council is unable to verify the address information or parents have moved to the address 

given on the application within the last 12 months, they may request further evidence. It is the 

parent’s responsibility as the applicant to provide evidence to support the application. If the 

Admissions team does not receive the evidence required to verify the home address within 

the timeframe requested, they will not accept the address provided on the application for 

admission purposes and no distance priority will be applied.  

The address to be used on the application  

The council expect the child’s home address to be a residential property that is the child’s 

only or main residence, not an address at which the child may sometimes stay or sleep due to 

your domestic arrangements. They will not accept the address of a relative (unless it can be 

evidenced that you and your child have been living there as a long-term and permanent 

arrangement), friend or childminder, a temporary address, an address of a house you intend 

to move to (future address), or a commercial address.  

Temporary addresses include (but are not limited to) an AirBnB, guest house, hotel or 

serviced apartment, or the address for a family member or friend where families are staying 

as they have just moved into the borough. If applicants are not able to provide a permanent 

address on their application, the council will not apply any distance priority to your 

preferences until a permanent address is secured. 

It is the applicant’s responsibility to provide the Admissions team with information about all 

the properties that they are connected to in order for the Council to make an assessment on 

whether a property can reasonably be disregarded for admission purposes.  

If the applicant owns or rents a property, which is used, or has previously been used, as their 

home address which is within commutable distance of an oversubscribed school, and 

applicants state they are living at, and apply from, a different address which is closer to the 
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school, the council will normally treat the second address as temporary, even if the property 

which is further away is not available for the applicant to live in.  

If applicants rent a property, the council will consider any break clauses included in the tenancy 

agreement when making an assessment of the permanency of the address. If a tenancy 

agreement expires prior to the start of term the council will require further verification of 

continued occupancy following the date of expiration, even if this is after the school place has 

been offered.  

If applicants use an incorrect address or fail to inform the Admissions team of other properties 

which they are connected to, this will be treated as an attempt to obtain a school place on 

the basis of false information, and the application may be withdrawn as permitted under the 

School Admissions Code. 

Moving into the borough or within the borough 

The rules about being connected to more than one property detailed above will apply to all 

changes of address during the application process.  

If applicants plan on moving house, they must still apply on time using the address where the 

family is living at the time of application and provide the council with details of the new address 

on the application form if it is known. It is the applicant’s responsibility to tell us when they 

have actually moved and provide the evidence as set out below, before the address will be 

verified and changed on the system. 

The council will not accept the address of a property under renovation which families intend 

to move into once the works are complete. The applicant and child must be living in the 

property as their main residence before the address will be accepted.  

Any change of address will only be considered in the first round of allocations if applicants 

provide sufficient proof that the move is legally binding and that the applicant and child are 

habitually resident in the new property by 9 December 2023. The non-exhaustive list of 

evidence includes:  

▪ a solicitor’s letter stating that the sale is complete, or a formal tenancy agreement 

which shows that the property leased is suitable for the family’s needs. Confirmation 

of an intention to buy or rent is not sufficient proof and will not be accepted and  

▪ proof that the previous property has been sold or the lease terminated, or sufficient 

evidence to allow the Admissions team to reasonably disregard the previous property 

for admissions purposes and 

▪ a copy of two utility bills or contracts (less than three months old) to prove that the 

family is habitually resident in the new property. Mobile phone bills, credit card 

statements and bank statements are not acceptable. Inclusion on the electoral roll is 

not proof that you live at the address  

If an address change is accepted after the 9 December 2023, it will only be considered after 

those received by the closing date. However, if the council are unable to offer your child a 

place at one of your preferred schools on 1 March 2024, their name will be placed on the 

school’s waiting list in criteria order.  
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Reassessment of the home address  

An offer made is based on the information provided on an application. If the principal address 

for the child changes after the allocation of places has been made, the council will consider 

the offer as made in error because it was based on information which no longer applies. The 

council will reassess the application based on the new address information and this will result 

in the one of the following.  

▪ the offer is confirmed because the child is still entitled to the place using the 

oversubscription criteria.  

▪ the child’s name is placed higher or lower on the waiting lists for preferred schools 

based on the new address.  

▪ the offer will be withdrawn because the child no longer qualifies for the place offered 

using the new address and the oversubscription criteria for the school. In this case 

the offer of a new place will be made and the child’s name will be placed on waiting 

lists at the appropriate point.  

This reassessment will be applied to all address changes that occur during the application 

period. If applicants are resident in another borough, their home local authority will be 

informed of the decision and will provide applicants with information on the next steps. 

Moving out of the borough  

If applicants intend to move to another local authority it is their responsibility to contact the 

relevant Admissions team for information about the supporting documents required to prove 

habitual residency in that borough. Richmond Council’s School Admissions team does not 

verify addresses which lie outside of this borough.  

Once the receiving local authority has confirmed that they accept the applicant’s address in 

their area, the application will be transferred for them to coordinate. Any existing offer held 

will be reassessed as set out above.  

If applicants wish to add additional preferences to their application ahead of their application 

being transferred, they should complete the change of preference form available on the 

Richmond Council website.  

Children living abroad  

HM Forces families or UK Crown servants returning from abroad should see the separate 

information below.  

If children currently live abroad, but intends to move to Richmond borough before they starts 

school, the council will accept an admission application but this will normally be based on their 

address abroad even if they are returning to a property the applicant owns. The council will 

only accept a Richmond address for admissions purposes for the initial round of allocations 

on 1 March 2024 if you the child is habitually resident at this address by 9 December 2023.  

If a child moves into the area after 9 December 2023, their application will only be considered 

from the local address after those received by the closing date. However, if the council are 

unable to offer the child a place at one of their preferred schools on 1 March 2024, their name 

will be placed on the school’s waiting list in criteria order.  



 
 

 

10 | P a g e  

 

Children of UK service personnel  

Richmond Council recognises the particular needs of Armed Service families and others 

serving the Crown, many of whom have to manage frequent moves from within the UK and 

overseas. HM Forces families with a confirmed posting to this area, or a UK Crown Servant 

returning from abroad to this area, can apply for a school place by the closing date of 31 

October 2023. The application must be accompanied by official documentary evidence from 

their employer that confirms a relocation date and that the intended address is within the 

borough. The date the parent takes up post must be before the beginning of term in September 

2024. Armed Service personnel and their families may obtain further information, advice and 

guidance from the Children’s Education Advisory Service, part of the Ministry of Defence’s 

Children’s Services Directorate and established to help Service families, schools, local 

authorities and other organisations with any issue relating to the education of Service children.  

Children’s Education Advisory Service (CEAS) 

Building 190 Trenchard Lines  

Upavon, Pewsey  

Wiltshire SN9 6BE  

www.ceas.mod.uk 

 

 

http://www.ceas.mod.uk/

