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How to apply for: 
4+  Reception

7+  Infant to Junior

11+  Secondary

14+  University Technical College (UTC)

4-16  In Year

16+  Post 16 

Bromley School Admissions 
Education, Care and Health Services

Education:  
finding your place



1. Reception admission
  This process is for children who will be starting school for the first time.

The Starting Primary Education booklet and the Bromley online application system is 

available via  the Bromley website from September to 15th January each year for  

3 and 4 year olds due to start school in the following September.

2. Infant to Junior Transfer (Year 2 to Year 3)
This process is for Year 2 children in an infant school applying for a Year 3 place in a 

linked junior/primary school.

3. Moving from primary to secondary school (secondary transfer)
This process is for children in Year 6 who will be starting secondary school for 

the first time. Information is in the Moving on to Secondary Education in Bromley 

booklet.

The online application system for secondary transfer is available via the Bromley 

website from 1st September to 31st October for Bromley resident Year 6 pupils.

4.  Transferring to a University Technical College
The online application process for UTC courses is available via the Bromley website 

from 1st September to 31st October for Year 9 students moving onto Year 10 in the 

following September.

5. In-year Admissions
This process is for applicants, from any local authority, applying for a Bromley school 

place at times other than those listed above.

Primary and secondary In-year application forms are available on the Bromley website 

www.bromley.gov.uk or from main reception at Bromley Civic Centre during office 

hours 08.30 - 17.00 Monday - Friday.

6.  Post 16
Applications should be made direct to schools or colleges (including UTCs)

If your child has a statement of special educational needs, do not complete any 
of these forms. Please contact 020 8313 4164 for further information on school 
admissions.
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Application Processes
1. Reception admission
A child should by law be attending school by the start of the term following his/
her 5th birthday. In Bromley, all children start school in September, however, 
Bromley schools would consider a request for a child to start later in the 
academic year.

This application process runs from the Autumn term a full year before the child is 
due to start school and is operated online as part of a London-wide co-ordinated 
process.  Apply online www.bromley.gov.uk

2. Infant to junior transfer
All Year 2 children attending an infant school should apply for a place at their 
linked junior/primary school via their home local authority online system between 
1 September and 15 January.  Bromley residents should apply online  
www.bromley.gov.uk

3. Secondary transfer
The application process for secondary transfer begins at the start of Year 6. The 
application deadline is the end of October and, like the reception process, is 
London-wide.  When satisfactory proof of residence and parental responsibility 
has been provided to Bromley Admissions for Bromley resident Year 6 pupils, 
preferences may be submitted online www.bromley.gov.uk

4.  Transferring to a University Technical College
The London-wide online application process for UTC courses is available via 
the Bromley website from 1st September to 31st October for students moving 
onto Year 10 in the following September.  UTC courses combine practical and 
academic studies.  Further details from the relevant College.  Apply online  
www.bromley.gov.uk

5. In-year Admissions
Applications for a place in a Bromley school outside the Reception entry or 
secondary transfer processes must be made on a Bromley In-year application 
form available to download www.bromley.gov.uk

There are two different In-year application forms available: 
•  Primary In-year applications for current Reception to current Year 6 
•  Secondary In-year  applications for current Year 7 to current Year 11

To apply for a school outside Bromley, contact the relevant local authority 
to confirm how to make the application.
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New to Bromley
If you have just moved into the Bromley borough and have a child in current 
Reception to Year 11 who needs a Bromley school place within a reasonable 
travel distance you need to complete a Bromley primary or secondary In-year 
application form. You can only apply when you and your child are resident 
in your new Bromley borough address. For applications to outborough 
schools, please contact the relevant local authority for more information.

The application forms are available from:

•  the Bromley website www.bromley.gov.uk

•  Bromley Civic Centre main reception

Places cannot be held for applicants before the move has taken place.

Any information on availability in schools given prior to your move is only valid on 
the date given and subject to change. There is no guarantee that a place will be 
available at preferred schools.

Applications will not be processed until all the required documents are 
received.

Completing the application form
Supporting documents: 
Applications must be supported with documents to verify parental responsibility and prove 

that the address is yours and the child’s permanent residence. The required documents 

are listed on the In-year application forms.

Preferences: 
Your application must be for the year group appropriate to your child’s age. You may list 

up to four preferences for Bromley schools. You should check whether they require a 

supplementary information form (primary church schools).

Schools must be listed in your preferred order with the one you want the most as 
your first preference.

We advise you to list more than one preference on your In-year application 
as most classes will already be full with children who have been at the 
school from the first year of entry. Places only become available if children 
leave.



5

Allocation of Places
The school’s admissions criteria will be applied to each preference. 

If more than one school place could be offered, you will be offered the one you 
have placed highest on your form. 

Bromley residents only: if there are no places available in your preferred schools 
you will be offered an alternative within a reasonable travel distance. 

If there are no appropriate places available, your child will be referred to 
Bromley’s Fair Access Panel for allocation. (see p.6)

Outborough Residents: if your child is without a school place and there is no 
availability at your preferred schools, you must apply to your home local authority.  
They are responsible for ensuring your child has a school place.

Acceptance of school place
The place offered will be confirmed in writing and you will be required to respond 
as requested.

•   If you decline the offer you must give details of the alternative provision secured.

Waiting lists
Waiting lists are held for all oversubscribed year groups in over-subscription 
criteria order. In year applications are held on waiting lists until the end of the 
academic year in which the application was made and new reception and 
secondary transfer applications stay on waiting lists until the end of the Autumn 
term that the child starts school.  However, children without a school place will 
take precedence.

Please note that the length of time a child’s name has been on a waiting 
list cannot be taken into consideration when offering a place. Positions on 
waiting lists can go up or down as places are offered and new applications 
are received.

Appeals
If you have not been offered a place for your child at your preferred school 
you have the right of appeal. Details will be given in the offer letter and further 
information is available in the Bromley leaflet ‘A Parent’s Guide to the Appeals 
Process’.

YOU SHOULD NOT WITHDRAW YOUR CHILD FROM THE CURRENT 
SCHOOL UNTIL ANOTHER SCHOOL HAS BEEN SECURED AND A START 
DATE AGREED.
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Changing Schools During the School Year
If you are considering changing your child’s school for any other reason 
than a move to a different address you should carefully consider the 
following:

•   Moving schools may affect your child’s educational achievement particularly if 
they are in Year 10 or 11

•   Changing school is a very important step to take both educationally and 
emotionally and may affect your child in different ways.

If your child is experiencing problems in their current school moving your child 
may not resolve the situation. It is expected that you would have tried to resolve 
any difficulties with your child’s current school.  However, if you still wish to 
transfer your child you should complete the appropriate In-year application form. 
If a place can be offered it is expected that it will be from the beginning of the 
following new term unless there are exceptional circumstances.

Years 10 & 11
Particular consideration should be taken before moving any child during Years 10 
and 11.

•  Places in these year groups are very difficult to access

•   Exam courses and study programmes rarely match those your child is currently 
following

•  This may impact on achievement

•   It is unlikely that Year 11 placements will be possible in schools, therefore they 
could be offered an alternative education setting.

Fair Access
Each Local Authority is required by law to have a Fair Access Protocol in place. 
All schools must participate to ensure that children without a school place access 
an education provision as quickly as possible. Where appropriate this includes 
admitting children above the published admissions number to schools that 
are already full. Fair Access referrals take priority over any child already on the 
waiting list however, it is not a route to access a school place your child would 
not otherwise be entitled.
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 0844 678 0215 / 020 8082  6800 
www.connexions-southlondon.org.uk

School admissions processes are managed by the Bromley School 
Admissions Team in accordance with the Department for Education 
School Admissions Code.

  

Bromley School Admissions Team 
Education, Care and Health Services 
Civic Centre 
Stockwell Close 
Bromley BR1 3UH

Telephone: 020 8313 4044 
Fax: 020 8313 4089

Every care has been taken producing this leaflet, however changes can occur and London Borough 
of Bromley cannot accept responsibility for errors or omissions.  Check school and local authority 
websites for current information. 

September 2014
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