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Document Change Control

01 | Document Change Control

Date Release ‘ Description

Spring 3.7
2020

A new section has been added to the Sub Groups tab to
allow users to select which offer statuses are displayed in the
School Admissions Portal when viewing applications.

See Application Statuses Displayed to Schools on page 87

Autumn 3.70
2019

The ATF files can now be downloaded from the School
Admissions Portal. This can be enabled by setting a new
permission.

See the School Admissions Portal handbook for more
information.

If a student’s current school was not selected from the
National Database list but was free-typed then a new
base record is not created. The name of the school is
displayed in the Application Current School field in
the student’s Application Details tab.

A school history record is not created.

See Adding New Unmatched Students Manually on
page 120

Summer | 3.69
2019

A&T Back Office Handbook Handbook

The format of the Student Address tab has been changed for
the Matched with Conflicts screen for Incoming Students.

See Resolving Incoming Student Address Conflicts on page
122.




Document Change Control

Date Release Description

Document updated to make it more relevant to current
releases.

The following reference guides have been merged into this
handbook:

Adding a new academic year
Importing Online Applications
Linked Reports
Oversubscription Criteria
Process Flowchart - Primary
Process Flowchart - Secondary
Process Periods and Vacancies
Publishing offer info online
Recording applicant response
Removed applications

Setting up at online

Tests

Transfer Group E-App Settings
Transfer Group Set Up In Year
Transfer Group Set Up Phased
Transfer Group Sub Groups

The Status of Application is displayed on the data
processing screens. This will reduce the number of records
that are discarded in error.

See Matching Incoming Unmatched Students on page 119.

See Adding New Unmatched Students ManuallyAdding New
Unmatched Students Manually on page 120

See Discarding Incoming Unmatched Students on page 121.

See Resolving Incoming Student Address Conflicts on page

122.
Spring 3.68 A new Hide in School Admissions Portal checkbox has been
2019 added to Sub Group Details to determine which applications

are displayed in School Admissions Portal
See Adding a New Sub Group on page 85.

Edit Ranks now has additional functionality. Ticking the
checkbox determines which preference reasons are
displayed in School Admissions Portal i.e. LA or Applicant.

See Adding a New Sub Group on page 85.

It is now possible to view a student's application in the current
tab or a new tab.

See Viewing Full Application Details on page 126
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Document Change Control

Northern Ireland Onl
Date Release Description

Spring 3.68 A couple of items are included in this handbook which are for
2019 Northern Ireland (EANI) users only:

See

Initialise Preferences Routine (Northern Ireland Only) on
page134.

See Refusing and Moving Preferences (Northern Ireland
only)on page 214.
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A&T Back Office

02 | A&T Back Office

Overview

Admissions and Transfers Back Office provides an online self-service portal for all school
application across an authority. One A&T simplifies the entire process, empowering parents and
carers by giving them access to what they need.

Because the portal accessed by families and the back office elements of One Admissions &
Transfers are fully integrated, there is no need for local authority admissions teams to manually
add application, streamlining the management of admissions.

This handbook will help you with the following processes:
= Managing applications

® Managing students

m Managing transfer groups

m Managing the A&T process

= Making offers

= Managing bases

= Managing reports

® Administration

A&T Back Office Handbook Handbook -






Managing Applications

03 | Managing Applications

The Applications page of A&T Back Office enables you to view past applications, view and edit
current applications, add new applications manually and manage student details.

All functions on the Applications page are dependent on your user rights, as defined in the One
v4 Client via Tools | Permissions | User Group Processes. For more information on defining
user rights, see the Managing Permissions chapter of the System Managing Users, Groups &
Permissions handbook, available from One Publications and My Account.

Selecting an Application

A&T applications can be selected using the Students | Applications and Students | All
Students pages. Once you have selected an application, One displays the Application Details
and Student History tabs in the right-hand panel. Depending on the stage of the application,
the Appeals, Application History and Preference History tabs might also be displayed.

Via Students | Applications
. Select Students | Applications to display search fields relating to applications.

One Home Students Process Bases Reports Administration
All Students E-Application Enguiries

3l Applications = No Student Selected
| B
| B

| Begins with ‘ |

[ poe: ctarmm) |8 [postcone |

Active Students Only

— =

Student Name Postcode NCY

If required, enter a Student Name. The drop-down menu to the left of the Student Name field
enables you select different types of name search:

m Begins With - Enter the first few characters of a Surname, First Name or Middle Name.

m Contains - Enter a few characters from anywhere in the string for the Surname, First Name
or Middle Name.

= Name Sounds Like - Returns students whose Surname, First Name or Middle Name
sounds like that entered in the Student Name field.

This search also takes misspellings into account. For example, a search for “Krabb” would
also return students by the name of “Crabb” and “Crabbe”.

. Enter further search criteria into the fields as required. To display further search options, select
the More Options hyperlink.

If you selected an In Year transfer group from the Transfer Group Code or Description field
and wish to search for current applications only, select the Current check box.

A&T Back Office Handbook Handbook
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Managing Applications

5. Click the Search button to display a list of students who meet your criteria. If you click the

Search button without entering any criteria, then One retrieves all applications for active
students.

3/ Applications

| Transfer Group Code or Description {Optional) |
Feeder schoof (Optional) |
| Begins with | w |

Active Students Only

Clear Search

* No Student Selected

oy i el T4
Student Name ‘

WA A r Iy ] CF Tant T
| DOE. (da/mmy yyyy/ Student 1D |

Posfrode ‘

QBE Limit of 200 reached. First 200 students returned
matching "all, All LAs, Active Students”.

&k print
Aaron, (M)
01/09/2005 MKz 8
Aaron, (F)
01/09/2005 (G g

6. Select the student whose applications you wish to view. The current application for that student
is displayed in the Application Details tab, and a summary of student details and past
applications is displayed at the top of the right-hand panel.

If you have suitable access rights, a link to the full student details is displayed. You can use this
link to change the displayed details or view additional information.

Current Applications Past Applications ok Add New Application
SEC 2006 3/ No past applications
Application Details RELLENREIEGLY Appeals Application History | Preference History

Wide View

Transfer Group: SEC2006 UID: 99905W58L4A043XQ Application Ref: 820-2006-09-K-000284 Mrple e Sl

Feeder School: Abbey Middle School Update Feeder
Registered School: Queen Anne Secondary School

Admission Add : 4 Ozk Road, BEDFORD, Simshire, MK42 0H] Choose a different Address
& View Nearest Schools  Transport Assessment  Application UDF Application Verified: No Verify

¥ preferences (1) # it

0 Inactive Preferences. Active Preferences Only:

820 4040 Queen Anne Secondary School o = )
0 sibling | Late: No | Dist: Waiting List Delete View Reasons

Copy Applicant Reasons  Set Preference Inactive

" Calculate Catchments & Distances & View Preferences On Map  View Distance Calaulation Error/Stitus tog

7. To view the student’s past applications, click the hyperlinks under the Past Applications
heading on the toolbar.

_ A&T Back Office Handbook Handbook



Managing Applications

Via Students | All Students

1. Select a student and ensure that the Applications Summary tab is selected. For more
information on selecting students, see Selecting a Student on page 53.

% Abboran 21/05/2002 | Male lert g3 More options... 1!
# Edit Student Details
b S— . . .4 Home LA:
Active:Yes Student ID: NCY (inc offset): 12 820-Bedfordshire 820
1 Current - [@ . - . Online Incorrect -
Applications ART Memo: [§ 0 Past Applications Funding LA: 202-Camden Details: F:

Student History Carers Relocation Public Care |

Applications Summary Student Basic Details Special Needs Student Additional

&3] wide view

Current Applications Past Applications = Add New Application

I Transfer Group - SEC 2006 I

2. Click on the hyperlink for the application that you wish to view. The selected application is
displayed in the Students | Applications | Application Details tab.

Unimported Applications

If the selected student has applications that have been either submitted or resubmitted but have
not yet been imported, then a notification banner is displayed at the top of the Application
Details panel.

.. Online application not yet imported

Application  Edit

Transfer Group: N Application Ref: Evidence o

INY2018 820-2018-55-

Registered School: Leagrave Junior School
Correspondence Address: 9 Einstein Blvd, Atlantis

B View Mearest Schools  Transport Assessment
Application UDF

Application Verified: Mo Verify

If the student only has one non-imported application, then clicking on this notification opens that
application’s details in a dialog. If the student has more than one non-imported application, then
clicking on the notification displays a dialog listing the applications.

Online Application For | 02/02/2003 x|

Applicant's Name

Mr SMTR2016 11:10:57 AM John Bunyan Specialist Science School  View Application
Mr 51122016 10:45:53 AM John Bunyan Specialist Science School  View Application

Close

If required, use the View Application links to view full application details.

NOTE: One does not display a notification dialog for non-imported applications that are marked as ‘not
requiring import’.
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Adding an Application

Select a student from the Students | Applications page:

a. Select Students | Applications to display search fields relating to applications.

All Students E-Application Enquiries

3/ Applications * No Student Selected

‘ Begins with ‘ v ‘

DOB: (dd/mm/vyyy) |ﬁ Sh

Active Students Only

S acont

More Options

Student Name Postcode NCY

b. Optionally, select the application's transfer group from the Transfer Group Code or
Description field.

c. Enter search criteria into the fields. To display further search options, select the More
Options hyperlink.

d. If you selected an In Year transfer group from the Transfer Group Code or Description field
and wish to search for current applications only, select the Current check box.

e. Click the Search button to display a list of students who meet your criteria.

3/ Applications

‘SEC - 2006 - Secondary (Demo Offers) Hz|

Eoadar crhal FFafianall
Feeder schogl (Opdionay) H -.1'.|

‘ Begins with v | Student Name

IR (i mmvvn]
LG (aaymimy Yyyy, |ﬁ

Active Students Only

_— =3

Clear Search

Studert 1D |

Fostcode ‘

21 Students matching "SEC - Secondary (Demo Offers),
All, All LAs, Active Students”

& print
Student Name Postcode NCY n
Abboran, %
21/05/2002 MK42 0HI 1z
Abidi,
01/09/2003 MK4D 1PL 10

f. Select the student whose applications you wish to view. The current application for that
student is displayed in the Application Details tab.
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Application Details [EADENE TG Appeals Application History | Preference History

Transfer Group: INY2018 UID: 82018XTI121MBOSIP Application Ref: 820-2018-55-K-000304

Registered School: Leagrave Junior School

Correspondence Address: 9 Einstein Bivd, Atlantis, Pegasus Galaxy, AT10 1AT
B View Mearest Schools  Transport Assessment  Application UDE Application Verified: No Verify

2. Click the Add New Application hyperlink to display the Add New Application dialog.

Current Applications Past Applications == Add New Application
&= Remove Application

In Year - INY 20183/ No past applications
1 Clone Application

Q Add New Application

Please select a Transfer Group for which a new application will be created.

PR1 2019 - Prima

INY 2019 - In Year Transfers 2018/19 - In Year Transfer Group

-
=
2
o

3. Select the transfer group to which you wish to add the application. Editable fields relating to
application details are displayed. The fields displayed differ depending on whether you are

selected a Normal Phased or In Year transfer group.
m If you selected a Normal Phased group, then the Applicant Details and Additional Details
fields are displayed:

i. Fill out the fields in the Applicant Details section. For more information on editing
applicant details, see Editing Applicant Details on page 38.

New Application Details JEULENSETGY Appeals

¥ Applicant Details = Add

fials | Responsibility: [] |'_ v|

Find Address Set address from student

Clear Address

| Alternative Contact Nofes |

NOTE: If you wish to add preferences before adding applicant details, click the Cancel hyperlink
to close the Applicant Details section. However, if you enter any applicant details, you must then
enter at least the applicant's Surname, Relationship and Applicant Address before you can

save the record.

ii. Optionally, fill out the fields in the Additional Details section. For more information on the
Additional Details section, see Editing Additional Application Details on page 20.
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" Edit

| & | [riaf el | [ris
| =Y

| | Crown Servant / Returning Service: [ ] Address Verified: [

Multiple Birth: [] Pupil Premium: []

m If you selected an In Year group, then the In Year Details fields are displayed.

Fill out the fields in this section. For more information on the In Year Details section, see
Editing In Year Details on page 40.

" Edit

| PEND - Pending

| ‘ i

Fair Access Panel: []
In Year LA Memo: [# In Year Applicant Memo: [§

=

4. Click the Save button to create the application. You can now add preferences and reference
numbers to the application as required.

Cloning an Application

Cloning applications enables you to copy Applicant Details, In Year Details, Additional
Details, Preferences, Preference Reasons and Siblings information from one student record
to another. This function is generally used when a parent/carer fills out duplicate application
forms for several children as part of a joint In Year application (because they have several
children of similar age who they want to attend the same school).

You cannot clone an application to a student who already has an application with associated
preferences for the selected transfer group. However, you can clone an application to a student
who already has an application but no preferences. In this case, the cloned details are added to
the student’s pre-existing application and the Application History is updated.

Clone Application is only available for In Year applications.
To clone an application:

1. Select an In Year application. For more information on selecting applications, see Selecting an
Application on page 7.

Current Applications Past Applications 4= Add New Application
In Year - INY 2018 30 No past applications = Remove Application
PR1 2019 | Clone Application

2. Click the Clone Application hyperlink to display the Select a Student dialog.
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"™ select a Student I

-

‘ Begins with ‘ ‘

| i [posteose ]

Active Students Only [v]

More Options [ Search ]

Student Name Postcode NCY

3. Select a student from the dialog.
a. Enter search criteria into the relevant fields.
b. Click the Search button to display a list of students who match your criteria.
c. Highlight the student you wish to clone the application to.

4. Click the Clone button. A warning dialog is displayed.

5. Click Yes to clone the selected application to the selected student.

NOTE: You cannot clone a withdrawn application.

List of Data Copied When an Application is Cloned
Applicant Details

All Applicant Details are copied.

In Year Details

The following In Year Details are not copied:
m Application Status

m Application Entered Date

m Application Received Date

= Fair Access Panel check box value

m Fair Access Panel Reason

m Fair Access Panel Decision.

All other In Year Details are copied, including memos. The Application Status for the new
application is set to Pending.

Additional Details

The Test score is not copied.

The following Additional Details are copied:
m Council Tax Ref

m Crown Servant/Returning Service value

= Moving Date.
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Preference Records

Preference records are copied across to the cloned application, except for any system
generated preferences. As such, all copied preferences are parental preferences.

Also:

m The Admissions Address field is populated with the current correspondence address (if one
exists).

m If a Home Local Authority has been recorded for the student, then an Application Reference
is generated.

Sibling Information

All Sibling records linked to the original application are copied. If one of the siblings is the
student to whom the cloned application is being added, then that student is not added as a
sibling. One compares the forename, surname, date of birth and gender of the two students. If
all match, then the sibling record is not copied.

Preference Related Information

The following preference related information is not copied:
m Offer status

m Distance

m Public Care

m Care Authority

m Catchment

= Address Verified

m Applicant Response

m Supporting Text

®m Online.

The following preference related information is copied:

m All applicant and Local Authority reasons not mentioned in the previous list
m Specialist Schools

m Preference Memo

m Other Details Memo

m Special Reasons Memos.

Other fields completed during the Clone process

The following fields are also completed during the Clone process. These fields are not updated if
the student already had an application for the selected transfer group but no preferences, as it
would not have been necessary to create a new application for them in this case.

m Feeder School: this is the feeder base of the student for whom the application is being
created.

m Application Entered: the date and time that the cloned application was added.

= UID: the unique application reference is created for the new application as the student is
added to the transfer group.
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Editing Application Details

You can use the options in the Students | Applications | Application Details tab to edit the
details of the selected application. Some of the tab’s options are displayed on the summary
panel, while some have their own expandable sections.

Managing Application References

Applications can have two types of reference number: Home Local Authority (HLA) generated
numbers and Other Local Authority (OLA) generated numbers. Applications can only have one
HLA-generated number, but can have multiple OLA-generated numbers. An application
reference is created automatically when an applicant’s preference (i.e. a preference that is not a
system-generated preference) is added to One.

Application references take the format LAN-YYYY-MM-N-999999, where:

m LAN = Local Authority Number - The Local Authority number for the authority that is
receiving the application. For secondary applications (NCY 7 and above) this is the student’s
home LA, while for primary applications (NCY 6 and below) it is the LA that maintains the
school.

m YYYY = Year - The academic year of entry.

= MM = Month - For Normal Phased admissions this is the usual month of entry for that
academic year (e.g. 09 for September entries). For In Year transfer groups this is the month
in which the application was entered, plus 50. The addition of the number 50 is specified by
the DfE as a method of distinguishing In Year applications from Normal Phased admissions).

For example, if the Application Entered date was 01/02/2015 then the month component
would be 02 + 50 = 52. If the Application Entered date was 10/11/2015 then the month
component would be 11+50 = 61.

m N = Method — Indicates the origin of the application reference. Can be set to E (Online), K
(Keyboard), or B (Batch). In year transfer group application reference numbers can be
generated by manually adding preferences, by carrying over applications as part of the In
Year Student Selection routine or by exporting an ATF file. In each case, the method of
entry component is K.

m 999999 = Serial - A unique serial number. You cannot edit this field if you enter your own
Local Authority’s LA number when adding a HLA-generated reference. In this circumstance, a
serial number is automatically generated when the reference is saved.

Adding a New Application Reference

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details AL ENR GG Appeals Application History | Preference History
Transfer Group: UID: Application Ref: Edit
INY2018 B82018XTI21IMBOSIP B20-2018-55-K-000304

Registered School: Leagrave Junior School
Correspondence Address: 9 Einstein Bvd, Atlantis, Pegasus Galaxy, AT10 1AT

B View Nearest Schools Application Verified: No
Transport Assessment  Application UDF Verify

2. Click the Application Ref hyperlink to display the Manage Application Reference dialog.
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Q Manage Application Reference

Home LA Generated Application Reference

Application Reference Date Known

820-2018-55-K-000304 10/05/2019 Z Edit

Other LA Generated Application Reference

None Recorded

o Add Application Reference

Click the Add Application Reference hyperlink to display editable fields relating to application
references.

Q Manage Application Reference

Home LA Generated Application Reference

Application Reference Date Known

820-2018-55-K-000304 10fos/2019 ~ Edit

Other LA Generated Application Reference

None Recorded

(O Home LA (® Other LA

[m ][ Year ” |v||| |YHSen'a|f | ‘13;05;2&19 ‘ﬂ

Use the radio buttons to select whether the reference is to be a Home LA or Other LA
reference. If the application already has an HLA-generated reference, then the Home LA option
is greyed out.

Enter the LA, Year, Month, Method and Serial details of the reference.

NOTE: Application references must be unique within the transfer year. You cannot save a duplicate
reference number.

Enter the Date Known for the reference.
Click the Save button to save the reference.

Editing an Existing Application Reference:

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Click the Application Ref hyperlink to display the Manage Application Reference dialog.

Click the Edit link for the reference you wish to edit to display editable fields relating to that
reference.

Q Manage Application Reference

Home LA Generated Application Reference

Application Reference Date Known

[szu “2018 ” 55 |v|||{ |v|0|:|03|:|4 10/05/2019 ‘ﬂ
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4. Make your edits and then click the Save button.

NOTE: You can delete OLA reference numbers by clicking the Delete hyperlink. However, you cannot
delete HLA reference numbers.

Updating an Application's Feeder School

If a student's current base changes after the Student Selection process has been run, but
before allocation, then the student’s feeder base is not automatically updated. This ensures that
the student retains their position within the transfer group.

However, the student’s new registered base might not be a feeder for their transfer group,
thereby creating an incorrect allocation. The Update Feeder function enables you to correct this
issue by updating the student’s current base.

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Transfer Group: uID: Application Ref: Edit

SEC2006 00005W5SEBL4A043X0Q  B20-2006-09-K-000284

Feeder School: Abbey Middle SchooljUpdate Feeder

Registered School: Queen Anne Secondary School

Admission Address: 4 Oak Road, BEDFORD, Simshire, ME42 0HI
Choose a different Address

A View Mearest Schools Application Verified: MNo
Transport Assessment  Application UDF Verify

Click the Update Feeder hyperlink. A warning dialog is displayed.
Click the Yes button to update the application’s feeder school.

Changing an Application's Admission Address

The admission address is the address at which a student will be living when they attend their
new school, and hence the address upon which eligibility calculations are usually based.
However, there are some circumstances in which the admissions address is not used as the
basis for calculation, for example in the case of returning Service or Crown Servant personnel.
Admissions addresses are added to One when an application’s first parental preference is
added, but can be changed if necessary.

You can choose whether to run the A&T processes on the basis of current correspondence
address or admissions address for each transfer group by selecting the Use Admissions
Address check box on Process | Transfer Groups | Basic Details.

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Transfer Group: uID: Application Ref: Edit

SEC2006 Q9905WSBL4A043X0 B20-2006-09-K-000284
Feeder School: Abbey Middle School Update Feeder
Registered School: Queen Anne Secondary School

Admission Address: 4 Oak Road, BEDFORD, Simshire, Mk42 0H]
Choose a different Address

& View Nearest Schools Application Verified: Mo
Transport Assessment  Application UDE Verify
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2. Click the Choose a different Address hyperlink (located next to the Admission Address field)
to display the Address Manager dialog.

Q Address Manager

Enter Post code or street address | Search

= Add a new address

Street Address

T——

3. Search for and select an address from the Address Manager dialog:

a. Enter at least two characters of a postcode or street address into the search field at the top of
the dialog.

b. Click the Search button to display a list of the streets that match your search criteria.

Q Address Manager

| mk42

ok Add a new address

+ | BARFORD AVENUE, BEDFORD, BEDFORDSHIRE, MK4Z 0DS,

+l | BURNABY ROAD, BEDFORD, BEDFORDSHIRE, ME42 1GH,

+ | MASSEY CLOSE, KEMPSTON, BEDFORD, BEDFORDSHIRE, MK42 81Y,

c. Click the plus button on the desired street to view a list of dwellings on that street.

Q Address Manager

‘ mk42

W search |

= Add 3 new address

=l |BARFORD AV

ME42 UK

23 o~ Edit

d. Highlight the desired dwelling and then click the Select button to select that address. A
confirmation dialog is displayed.

4. Click the Yes button to update the student's admission address.

NOTE: If the applicant’s admissions and correspondence addresses are different, you can make the

current correspondence address the admissions address by clicking the Copy to Admission Address

hyperlink, located next to the Correspondence Address field. This link is only available where the
correspondence and admissions addresses are different.
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Viewing the Nearest Schools to an Application Address

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Transfer Group: SEC2006 UTD: 99905W5BL4A043X0

Feeder School: Abbey Middle School Update Feeder

Registered School: Queen Anne Secondary School

Admission Address: 4 Oak Road, BEDFORD, Simshire, MK42 0H] Choose a different Address
& View Mearest Schools | Transport Assessment  Application UDF

Click the View Nearest Schools hyperlink to display the View Nearest Schools dialog.

Q View Nearest Schools a
L]
= Abboran Expand Map » Map Options
| 4 Oak Road, OH]
Centre on Map =
-« »
For NCY | 7 v
More Options [ Search ] +
(v] Show Al b .
e cl School Catchments That Indude Postcode (0) _ — °
Direct Walk Dist Drive Dist: E
fase ame LA~ Sch-No.  pice (miles)  (miles) -
%] ANTBase23 820 0047 0.65 1.585 1.584
[w] ANTBase31 820  DOSS 0.65 1.585 1.504
[w| ANTBase27? 820 0051 0.926 1858 1.862
[+ Church End Lower School 998 2010 0.926 1.858 1.862
[ _ANTRasean 820 0054 D.826 1.858 1.862 T

Select the address you wish to use as a start point from the topmost drop-down menu. You can
only select the admission or correspondence addresses for the selected application.

Select an NCY from the For NCY menu. Only schools catering to the selected NCY are
displayed.

Optionally, configure search options:

a. Click the More Options hyperlink to display the More Search Options dialog.

b. Enter the number of schools you wish to view into the Nearest Schools field.

c. Select a measurement point for the schools from the Select Nearest Schools using menu.
d. Select a distance calculation method from the Distance Calculation Method menu.
e

. Use the Select Bases using radio buttons to select whether you want to view Home LA
bases, Other LA bases, or All Bases.

f. Select whether you want to view All bases or only Active bases from the Base types field.

Click the Search button to display a list of the nearest schools that match your search criteria.
The locations of the schools are displayed on the map in the right-hand panel.
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NOTE: To view a list of the schools whose catchments include the postcode you searched for, click the
School Catchments That Include Postcode tab.

You can use the Bases | Nearest School Search page to view the nearest schools to any address (i.e.
not just those addresses involved in a particular application). For more information on using this page,
see Viewing the Nearest Schools to an Address on page 232.

Verifying an Application

Verifying an application confirms that the application’s details (e.g. the student’s address and
preference reasons) have been checked and confirmed. This is for information only and is not
used by the offer processes.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Ref: Edit

820-2018-55-K-000304

Transfer Group:

INY2018 UTD: 82018XTI21MEOSIP

Registered School: Leagrave Junior Schoaol
Correspondence Address: 9 Einstein Bhvd, Atlantis, Pegasus Galaxy, AT10 1AT

& View Nearest Schools Transport Assessment I T -
‘Anolication UDF Application Verified: No

Click the Verify hyperlink on the toolbar. A warning dialog is displayed.
Click the Yes button to verify the application.

NOTE: To unverify the application, click the Mark as not verified hyperlink, which appears on the
toolbar after verification.

Manually-verified online applications revert to an unverified state (and therefore re-imported) if the
applicant makes changes online. However, verification status is retained if changes are made to the
application in A&T Back Office.

Editing Additional Application Details

The Additional Details section enables you to add additional information about an application,
such as the date that the application was received and the council tax reference of the
application address.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Open the Additional Details section to display additional information fields relating to the
application, and then click the Edit hyperlink to make those fields editable.

Application Details JEAILEL AL e Appeals Application History | Preference History
" Edit
|1o;05f2a19 |ﬁ |1o;usf2019 |ﬁ 00:00
| | @)
| | [rest Resuts]

Crown Servant / Returning Service: [ | Address Verified: []

Multiple Birth: [ ] Pupil Premium: [

Cancel
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3. Enter information as required. The available fields are:

m Received Date: The date that the form was received. Mandatory for In Year applications but
optional for Normal Phased applications.

= Entered Date: The date that the form was entered. Mandatory for In Year applications but
optional for Normal Phased applications. Completed automatically when an application is
added via Add New Application, via an ADT file import from another LA or through the initial
population of the In Year transfer group from the In Year Student Selection routine.

m Time: The time that the form was entered. Mandatory for In Year applications but optional for
Normal Phased applications. Completed automatically when an application is added via Add
New Application, via an ADT file import from another LA or through the initial population of
the In Year transfer group from the In Year Student Selection routine.

m Moving Date: The date that the child is to move house (if applicable). A Moving Date
without a Moving Address indicates that the child’s family is moving on a particular date but
that no special processing should take place.

m Moving Address: The address that the child is to move to (if applicable).

m Council Tax Reference: Optional, maximum 30 characters. The council tax reference of the
child’s address. Can be used as additional proof that the applicant’'s address has been
verified and that the LA sending the admissions is the home LA for the student. Exported in
both Normal Phased and In Year ADT files.

NOTE: The Council Tax Reference is independent of the Verified tag. The Verified tag indicates
that the LA has checked and validated that a pupil lives at the address shown.. For more information
on the Verified tag, see Verifying an Application on page 20.

m Test Results: The student's overall test score. See Processing Test Results on page 707 for
more information on how overall test scores are processed.

NOTE: This is a manually-entered field for information only and is not populated by the processes in
Process | Transfer Groups | Tests.

m Crown Servant / Returning Service: Denotes that the child is from a Crown Servant or
Returning Service family. See Managing Applications from Crown Servant/Returning Service
Families on page 21 for more information on dealing with Crown Servant and Returning
Service applications.

m Address Verified: Confirms to other Local Authorities or Other Admission Authority schools
that the child’s address has been verified.

= Multiple Birth: Indicates that the child is a twin, triplet, etc. This information may be used
when allocating places.

= Pupil Premium: Indicates that the child is or has been eligible for Free School Meals.

4. Click the Save button to save your changes.

Managing Applications from Crown Servant/Returning
Service Families

Children who are from Crown Servant (diplomatic) or Returning Service families are treated as
special cases by Local Authorities. For these children, the future address, rather than the current
address, is used when processing applications.

To configure a Crown Servant/Retuning Service application:

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.
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Open the Additional Details section to display additional information fields relating to the
application.

Application Details o A L L o
" Edit
| 10/05/2019 | [10/05/2019 |fiE) [ 00:00
| [ri] &=
| | [rest Resus]

Crown Servant / Returning Service: [ | Address Verified: [ ]
Multiple Birth: [] Pupil Premium: []

Cancel

Select the Crown Servant / Retuning Service check box.
Enter a Moving Date. This is the date that the child will move house.

Enter a Moving Address. This is the address that the child will move to, and the address that
One uses for its catchment and distance calculations.

NOTE: This address should be verified before the application is processed. For more information on
verifying applications, see Verifying an Application on page 20.

Click the Save button to save your changes.

NOTE: The Crown Servant / Retuning Service check box is selected automatically when a Crown
Servant / Retuning Service application is imported. This information is included in ADT exports.

Viewing a One Transport Assessment

The Assessment hyperlink opens the One Transport Assessment screen in a separate tab.
This hyperlink can be found on both the Students | Applications | Application Details and
Students | All Students tabs. The selected student’s assessment details are highlighted,
enabling you to create new assessments for the student or view details of the student’s existing
assessments. The Transport Assessment link is only displayed if all the following conditions are
met:

m The Local Authority has a One Transport v4 licence.

®m You have at least read permission to the Transport Single Student Assessment process. You
must have “create” permissions to the process to create new assessments.

m The Local Authority has configured the correct URL for Transport.

For more information on using the Assessment area of One Transport, see the Performing
Assessments help topic of the Transport Back Office handbook, available on the One
Publications website.

Managing Application Preferences

Application preferences can be recorded in the following ways:
m Manual entry (via Students | Applications | Application Details).

= An applicant records a preference in A&T Online Public Access. The data from the
preference is subsequently imported into the main One database via the Process area.

m An application is recorded in One Online via My Schools | Admissions and Transfers |
Preference Form.

_ A&T Back Office Handbook Handbook


https://www.onepublications.com/
https://www.onepublications.com/

Managing Applications

= An ADT file containing application information sent by other Local Authorities is imported.
Each of these methods causes an application reference to be generated.

Under normal circumstances applicant preferences have single-digit preference rank numbers
(usually no more than 6).

Application preferences are managed via the Preferences section of the Students |
Applications | Application Details tab. For each listed preference, One displays the number of
Siblings the student has at the base, a Late indicator and the Distance from the student’s
address to the school. The Offer Status column might contain a flag assigned during
processing, if applicable. If processing has not yet been carried out, then no offer status is
displayed.

The Preference also indicates whether or not the Appeals check box has been selected for a
particular preference.

Adding Application Preferences Manually

You can manually add preferences to applications that do not yet have any associated
preferences. To do so:

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details [EEALEIS 0T Appeals Application History | Preference History

Application  Edit

Transfer Group: UID: 82018XTI21Mg0s)p  APplication Ref: Evidence o

INY2018 820-2018-55-K-000304

Registered School: Leagrave Junior School

Correspondence Address: 9 Einstein Blvd, Atlantis, Pegasus Galaxy, AT10 1AT

& View Nearest Schools Transport Assessment

Aolication UDE Application Verified: No Verify

Preferences ¥ Add 0 Inactive Preferences. Active Preferences Only:

2. Click the Add hyperlink next to the Preferences header to display editable fields relating to
preference details.

Preferences < add

Receiver Offer Status L

‘ | | - View Reasons

- sibling | Late: - | Dist:

‘ | | - View Reasons

- sibling | Late: - | Dist:

| | | - View Reasons

- sibling | Late: - | Dist:

‘ | | - View Reasons

- sibling | Late: - | Dist:

-

NOTE: The Add hyperlink is only displayed for applications that do not yet have any preferences
assigned.

3. Select a receiver:

a. Click the Receiver, LA or School No. browse to display the Select a Receiver dialog.
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Q Select a Receiver @
Filter By

Base Type - O Home LA © other A © Al

Base Conirol -

| Recaiver, L4 or S | Clear Search

Aylesbury Grammar School 825 4500 Qut of County - Buckinghamshire
Denbigh High School 826 4038 Out of County - Milton Keynes
Elm Moor Infants az0 2334 Primary Community

b. Optionally, enter search criteria to filter the list of receivers.

c. Highlight a receiver and then click the Select button to select that receiver and close the
dialog.

Optionally, select an offer status from the Offer Status drop-down menu.

5. Optionally, add preference reasons. For more information on adding preference reasons, see
Managing Preference Reasons on page 27.

6. Click the Save button to add the preference.

NOTE: If you need to manually add preference information provided by an Other Local Authority (OLA)
on a paper form, record the preference information here and then add the OLA’s application reference
number. For more information on adding reference numbers, see Managing Application References on
page 15.

Editing Application Preferences

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details JEANEIREEGL Appeals Application History | Preference History

v i
Preferences (1) £ Edt D Inactive Preferences. Active Preferences Only:

820 4040 Queen Anne

Secondary School Waiting List T Delete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons  Set Preference Inactive

2. Click the Edit link next to the Preferences header to make the preferences list editable.
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Application Details EEBENR TG0 Appeals Application History | Preference History

v Preferences (1} r4 Edit Cancel |‘

\:l |Queen Anne Secondary School | Waiting List n Q View Reasons
0 sibling | Late: No | Dist:

3. Click the browse button for the preference you wish to change to display the Select a Receiver
dialog.

-

Receiver, LA or School No.

- View Reasons

- sibling | Late: - | Dist:

Receiver, LA or School No.

- View Reasons

- sibling | Late: - | Dist:

Dearoiar § A ar Cobend Mo
Receiver, LA or Sahoor No.

- View Reasons

Q Select a Receiver

Filter By
Base Type w | O Home LA (O Other LA (®) all Bases

v

| Clear Search

Aylesbury Grammar School 825 4500 Out of County - Buckinghamshire =
Denbigh High School 826 4038 Out of County - Milton Keynes
Green Abbey School 320 4321 Community - Equal

NOTE: To add a new preference, click the browse button for one of the blank preferences.

4. Highlight a receiver from the list in the dialog. You can use the search fields at the top of the
dialog to filter the list if required.

Click the Select button to select the receiver and close the dialog.

Optionally, select an offer status from the Offer drop-down menu.

NOTE: Updating offer status can have wide-ranging implications for the student's application, depending
on the point of the application process that the student is at and the transfer group that the student is in.
For more information, see Updating Offer Status on page 209.

7. Optionally, add reasons for the preference. See Managing Preference Reasons on page 27 for
more information on adding preference reasons.

8. Click Save to save the new preference.
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Marking Preferences as Inactive

In year application preferences can be made inactive. Inactive preferences are moved from the
Choices table and can still be reported on, but are not included in the Make Offers process.

Making preferences inactive enables you to make a place offer while still maintaining a waiting
list. If an applicant wants to stay on the waiting list for their first preference even though they
have been offered a place at another school, you can make the offered school inactive. The
school from the inactive preference is not included in the Make Offers process, but can still be
reported on. The first preference remains active and is considered in the next Make Offers
process.

Inactive preferences cannot be re-activated. However, the same school can be added in again
as a preference if needed.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details

Preferences (1) # et 0 Inactive Preferences. Active Preferences Only:

Receiver Offer Status

820 4040 Queen Anne i
Secondary School Waiting List fif Delete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons ISe-t Preference Inactive I

Click the Set Preference Inactive hyperlink to display the Inactive Preference Details dialog.

Q Inactive Preference Details a

. Please enter the information below to set a preference record as inactive. This process cannot be undone
once the details have been saved.

Receiver Offer Status Inactive
Queen Anne Secondary School L .

- . Waiting List []
0 sibling | Late: No | Dist:

| iy

Close

Select the preference(s) that you wish to make inactive using the check boxes.
Enter an Inactive Date. This is the date that the preference became inactive.
Optionally, select an Inactive Reason.

Click the Save button to make the preference inactive.
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Managing Preference Reasons

When applying for a school place (either online or on a paper form), applicants can express one
or more reasons (with supporting information where appropriate), to explain why they would
prefer their child to go to a particular school. These reasons must be validated and quantified
and are used in conjunction with additional information from the LA to rank students as part of
the offer process.

As well as being edited manually, Applicant Reasons can also be populated via the ADT import
process. LA Reasons are not populated in this way.

Editing Applicant Reasons

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details RELDENN TG Appeals Application History | Preference History

v i
Preferences (1} / Edit 0 Inactive Preferences. Active Preferences Only:

m

820 4040 Queen Anne _
Secondary School Waiting List filDelete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons  Set Preference Inactive

2. Within the Preferences section, click a preference’s View Reasons hyperlink to view two lists of
preference reasons: one denoting the reasons given by the applicant and one denoting the LA’s
reasons for the preference.

NOTE: Only preference reasons that have been selected are initially displayed. Click the expand arrow
to view the full list of reasons.

¥ Preference Reasons # Edit Copy Applicant Reasons Previous Preference UDF

820 4040 Queen Anne Secondary School

1 ) |

Named School v x
LA Only .
Catchment 7 v
Distance 7 x Status: Waiting List
Feeder Link ) v Test Results: -
Ease of Travel x v Online: No
Appeals: No
Deferred: No

Exceptional: No
From Waiting List: No
Do not consider for mainstream: No

Preference Memo: [§

Other Details Memo: [§

3. Click the Edit hyperlink to view editable fields related to preference reasons.
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¥ Preference Reasons Copy Applicant Reasons Previous reference UD

s (IETEN

820 4040 Queen Anne Secondary School

e R elicants )

Named School O
- LA Only .
Public Care Code Code or Des
Sibling o Status: Waiting List
Catchment Test Results: -
Distance Online: No
Feeder Link Appeals: []
Deferred:
Social O O O
r N L

Select the reasons given by the applicant from the Applicant’s column.

Click the Save button to save your changes.

NOTE: For more information on the meaning of each individual preference reason, see the Preference
Reason Descriptions appendix.

Editing LA Reasons

LA reasons are validated preference reasons that are used by the Make Offers process to rank
students at their preferred bases. These reasons can either be entered manually or copied from
the applicant reasons.

Editing LA Reasons Manually

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details EATEINSEH Appeals Application History | Preference History

v i
Preferences (1} / Edit 0 Inactive Preferences. Active Preferences Only:

820 4040 Queen Anne _
Secondary School Waiting List fifDelete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons  Set Preference Inactive

Within the Preferences section, click a preference’s View Reasons hyperlink to view two lists of
preference reasons: one denoting the reasons given by the applicant and one denoting the LA’s
reasons for the preference.

NOTE: Only preference reasons that have been selected are initially displayed. Click the expand arrow
to view the full list of reasons.
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¥ Preference Reasons # Edit Copy Applicant Reasons Previous Preference UDF

820 4040 Queen Anne Secondary School

e I

Named School v x
LA Only .
Catchment 7 v
Distance 7 x Status: Waiting List
Feeder Link ) v Test Results: -
Ease of Travel x v Online: No
Appeals: No
Deferred: No

Exceptional: No
From Waiting List: No
Do not consider for mainstream: No

Preference Memo: [§

Other Details Memo: [§

3. Click the Edit hyperlink to view editable fields related to preference reasons.

820 4040 Queen Anne Secondary School
Named School O
- - LA Only .
Public Care Code Code or D
Sibling o Status: Waiting List
Catchment 0 Test Results: -
Distance Online: No
ter Link 0 Appeals: []
Deferred:
Social [ O D
Exceptional: []
Medical [u] [u]
From Waiting List: Mo
Social / Medical [l
Do not consider for mainstream: [ ]
Religion

4. Select the required reasons from the LA column.
5. Click the Save button to save your changes.

Copying Applicant Reasons

The Copy Applicant Reasons function copies most of the entries in the Applicant Reasons
section of Preference Reasons into the LA Reasons section for the selected receivers. All
applicant reasons that have an entry are copied except for:

m Catchment

= Feeder Link

m Special Reasons 1, 2 and 3 (and their Weighting)
= Memos.

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.
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Application Details JELLENEE Y Appeals Application History | Preference History

A J I
Preferences (1) / kit 0 Inactive Preferences. Active Preferences Only:

820 4040 Queen Anne _
Secondary School Waiting List fifDelete  View Reasons
0 sibling | Late: Mo | Dist:

Copy Applicant Reasons  Set Preference Inactive

2. Within the Preferences section, click a preference’s View Reasons hyperlink to view two lists of
preference reasons: one denoting the reasons given by the applicant and one denoting the LA’s
reasons for the preference.

NOTE: Only preference reasons that have been selected are initially displayed. Click the expand arrow
to view the full list of reasons.

¥ preference Reasons # Edit Copy Applicant Rezsons Previous Preference UDF

g 820 4040 Queen Anne Secondary School

Named School 7 x
LA Only .
Catchment 7 v
Distance v x Status: Waiting List
Feeder Link ) v Test Results: -
Ease of Travel x v Online: No
Appeals: No
Deferred: No

Exceptional: No
From Waiting List: No
Do not consider for mainstream: No

Preference Memo: [§

Other Details Memo: [§

3. Click the Edit hyperlink to view editable fields related to preference reasons.
4. Click the Copy Applicant Reasons hyperlink to display the Copy Applicant Reasons dialog.

Q Copy Applicant Reasons

Gravenhurst Academy Offer Copy D

Queen Anne Secondary School Waiting List Copy D

5. Select each preference that you wish to copy applicant reasons for and then click the Copy
button. A confirmation dialog is displayed.

Click the Continue button to copy the applicant’s preference reasons to the LA column.
Click the Save button to save your changes.
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NOTE: You can bulk-copy applicant reasons for an entire transfer group using the Copy Applicant
Reasons routine. For more information on this routine, see Running the Copy Applicant Reasons
Process on page 152.

Populating Sibling

Current/Edit Siblings now records the Unique Reference Number (URN) of the Linked School
for Siblings details.

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details [REMIE NG Appeals Application History | Preference History

v i
Preferences (1) £ Edit 0 Inactive Preferences. Active Preferences Only:

W

820 4040 Queen Anne _
Secondary School Waiting List Delete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons  Set Preference Inactive

2. Within the Preferences section, click a preference’s View Reasons hyperlink to view two lists of
preference reasons: one denoting the reasons given by the applicant and one denoting the LA’s
reasons for the preference.

NOTE: Only preference reasons that have been selected are initially displayed. Click the expand arrow
to view the full list of reasons.

Application Details READENAETEGLY Appeals Application History | Preference History
Y Preference Reasons . Edit Copy Applicant Reasons
820 4040 Queen Anne Secondary School
Reasons Applicant’'s LA
Named School 7 x
Sibling v -1 View x
Catchment J <
Distance e x
Feeder Link ./ <+
Ease of Travel x e

3. If a Sibling record exists, click the View hyperlink to display the Current Sibling dialog.

'_: Preference 2 820 4040 Queen Anne Secondary School a
Siblings for John Sheppard (M) - 10/05/2010

Current Siblings

» Shepherd,Florence (F) - 05/11/2011 - NCY: 2 - Linked School: 820 - 2001 - Waters Edge Pimary School (p4mt) (Populated from ONE) /
Edit

Alternatively, click the Edit hyperlink to view editable fields related to preference reasons.

Select the Sibling checkbox and click the magnifying glass to display the Current Sibling
dialog.

6. Click the Add New Sibling to add a new record or Edit to edit an existing record.
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'3 Preference 2 820 4040 Queen Anne Secondary School a
Siblings for John Sheppard (M) - 10/05/2010

Edit Sibling 1

(®) Populate Sibling from ONE ()

Begins with | |

Active Students Only v

More Options Clear Search Search

1 Students matching "8504534, All LAs, Active Selection Details
Students”

i

T

First Name: Danielle Surname: Shepherd Female
& pri
= Fint Middle Name: Harriet D.0.B: 12/03/2014
Student Name Postcode NCY

Address: 11 High View, Foxton, Alphaton, Simshire, Z...

Shepherd, Danielle (F)
12/03/2014

R 0| NCY: 0 Linked School: (4 np - schoof -l uaw

': Preference 1 (820) - 4401 Applegreen School
Siblings for Chris Aaron (M) - 01/09/2005

Current Siblings

Add New Sibling

(O Populate Sibling from ONE (&) Manually populate sibling

* §| O Female O Male

Linked School

LA No School No URN

Adding a Student to a Band

The band details displayed in the Band Details section vary depending on whether the selected
application is for a school in the Home Local Authority (including an Other Admissions Authority
within the Home Authority). If the application is for an HLA school, then ASL band details are
displayed. If the application has been received from a Local Authority that is not the Home
Authority, then ALT band details are displayed.

You can use the Application Details | Preference Reasons | Band Details section to assign
individual students to bands within the schools they have applied to. You can also use Assign
Students to Band in Bases | Receivers | Preferences to add band applications to student
records either individually or in bulk.

For information about setting up banding at a base or group of bases, see Adding Bands to an
NCY on page 229.

NOTE: You cannot edit Band Details information once the Make Offers routine has been run.

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.
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Application Details [EADENNG 0T Appeals Application History | Preference History

v .
Preferences (1) & Edit 0 Inactive Preferences. Active Preferences Only:

820 4040 Queen Anne _
Secondary School Waiting List Delete  View Reasons
0 sibling | Late: Mo | Dist:

Copy Applicant Reasons  Set Preference Inactive

2. Within the Preferences section, click a preference’s View Reasons hyperlink to view the
reasons for that preference.

Application Details EELULENIFEGLY Appeals Application History | Preference History
¥ preference Reasons # Edit Copy Applicant Reasons Preference UDF

820 0011 ANTBase01

“I ||iii L. Banded School
h * View Band Details

Named School x x
LA Only .
Public Care x x
Sibling x . Status: Offer
Catchment x x Test Results: -

3. Scroll down to the Band Details section and click the Add Band hyperlink:

m If the application you selected is for a school in the Home Local Authority (including an Other
Admissions Authority within the Home Authority), the New Band Record field is displayed.
Select the band you wish to add from the drop-down menu.

Band Details

== Add Band
New Band Record

Band Name ‘ v |

NOTE: Only Discrete, Ability and Aptitude bands can be selected here; students are associated
with Fair bands during the Make Offers process.

m If the application you selected has been received from a Local Authority that is not the Home
Authority, editable fields relating to band details are displayed. Enter an ALT Band Name,
ALT Rank and ALT Offer Status as required.

Band Details

New Band Record

|Ai:__'~'_~?-':5.f Name | |;.; T Rank | |;.; I Offer Status | v |

cnet IRELIN

4. Click the Save button to add the student to the band.
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Editing a Student's Band Details

NOTE: You cannot edit Band Details information once the Make Offers routine has been run.

Editing Bands for Home Local Authority Applications (ASL Band Details)

If the Admissions Authority for the application is an Other Admission Authority (OAA) within the
Home Authority (i.e. the school is their own admission authority), the Band Details fields are
completed when the ASL file is imported. If the OAA is not using the ASL XML file, or if you
need to edit these details prior to the offer being processed, these fields can also be completed
manually.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, Selecting an Application on page 7.

Application Details EDELE TGN Appeals Application History | Preference History

v i
Preferences (1} / Edit D Inactive Preferences. Active Preferences Only:

W

820 4040 Queen Anne _
Secondary School Waiting List filDelete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons  Set Preference Inactive

Within the Preferences section, click a preference’s View Reasons hyperlink to display the
reasons given for that preference.

Application Details [ESlENd LY Appeals Application History | Preference History

¥ Preference Reasons # Edit Copy Applicant Reasons Preference UDF

820 0011 ANTBase01

Reasons icant’s LA ! Banded School
—— — View Band Details
Named School x x
LA Only .
Public Care Fa x
Sibling x K Status: Offer
Catchment x x Test Results: -

Scroll down to the Band Details section and click a band's Edit hyperlink to display editable
fields relating to the student's presence in that band.

Band Details

¥ bandl Offer Rank: - Offer Status: Not Processed .~ Edit

ASL Details

Cancel ||

If the student is in a priority group, enter their Priority Group Number and Criterion.

If the student is in a ranked group, enter their ASL Rank and completed the Ranked By field.

NOTE: The offer rank and status are automatically entered when the Make Offers routine is run. All band
details become view-only at this point. The offer rank and status are updated as they change through the
allocation process.
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Click the Save button to save your changes.

Editing Bands for Other Local Authority Applications (ALT Band Details)

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details [EEUDENR G Appeals Application History | Preference History

v .
Preferences (1) 4 Edit 0 Inactive Preferences. Active Preferences Only:

m

820 4040 Queen Anne _
Secondary School Waiting List T Delete  View Reasons
0 sibling | Late: No | Dist:

Copy Applicant Reasons  Set Preference Inactive

Open the Preferences section to display a list of the application’s current preferences.

Application Details LTI EETN] Appeals Application History | Preference History

¥ Preference Reasons ¢ Edit Copy Applicant Reasons Preference UDF

820 0011 ANTBase01

iillliﬁi *. Banded School
“ * View Band Details

Named School x x
LA Only .
Public Care x x
Sibling x % Status: Offer
Catchment x x Test Results: -

Scroll down to the Band Details section and click a band's Edit hyperlink to display editable
fields relating to the student's presence in that band.

Band Details

T A | 1 | |offer ] < Edt

Cancel ‘|

Enter an ALT Band Name, ALT Rank and ALT Offer Status as required.
Click the Save button to save your changes.

Updating Application Preference Catchments and Distances

The Calculate Catchments & Distances function enables you to calculate the distance from a
child’s address to a particular preference, thereby confirming whether the child’s address lies
within the school’s catchment area.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.
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Preferences(2) Z Edt 0 Inactive Preferences. Active Preferences Only:

Receiver Offer Status

820 2051 Gravenhurst Academy

i te fiew S
0 sibling | Late: No | Dist: Offer il Delete View Reasons
820 4040 Queen Anne Secondary _
School Waiting List Delete View Reasons

2 sibling | Late: Mo | Dist:

Copy Applicant Reasons  Set Preference Inactive  Send Progress Update

¢ Calculate Catchments & Distances & View Preferences On Map

Click the Calculate Catchments & Distances hyperlink to open the Update Application
Preference Distances And In Catchment dialog.

Q Update Application Preference Distances And In Catchment (X |

Name: John Sheppard Transfer Group: INY2018 UID: 82018XTJ21M8051P

Mearest Point On Base Mearest Site

Distance Calculation Method Driving

Update All or Unprocessed Preferences
(O Update All Preferences For The Application
(®) Update Unprocessed Preferences Only For The Application
(O Update Selected Preferences Only For The Application

Pref No Receiver
Gravenhurst Academy

Queen Anne Secondary School

Select the point of the base that you wish to measure to from the Nearest Point On Base drop-
down menu.

Select a Distance Calculation Method.
Select an option from the Update All or Unprocessed Preferences menu.

Click the Update button to confirm your changes and update the applicant’s preferences.

Viewing Preferences on a Map

Once calculated, distances and in-catchments can be viewed using the View Preferences On
Map function.

The View Preferences On Map hyperlink is only enabled if Use GIS is selected for the transfer
group. For more information on selecting Use GIS, see Adding Basic Details (Phased) on page
80.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.
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Preferences(2) # Edt

0 Inactive Preferences. Active Preferences Only:

Receiver

0 sibling | Late: No | Dist:

School
2 sibling | Late: No | Dist:

Copy Applicant Reasons

¢ Calculate Catchments & Distances

820 2051 Gravenhurst Academy

820 4040 Queen Anne Secondary

Set Preference Inactive

‘Waiting List

Offer Status

View Reasons

Offer Delete

Delete

View Reasons

Send Progress Update

& View Preferences On Map

Click the View Preferences On Map hyperlink to display the View Preferences dialog.

Q View Preferences

& | Current Address

~ lohn, Sheppard
14 Adams ,
Bedford, MK42

§ Admission Address

9 Einstein ,
Pegasus Galaxy, AT10

[ Show All -

Preference(s) & Distance(s)

Driving: 3.114 miles
Direct: 2,296 miles

] Preference 2:
Queen Anne Secondary School
No Catchment defined
Nearest Point | Site

Queen Anne Secondary School -
Queen Anne School

Walking: 13.089 miles
Driving: 13.136 miles
Direct: 9.895 miles

- >

e e N

* Map Options

- S

Queen Anne Secondary|
School - Queen Anne
School

Site

Eagle Farm Road,
BIGGLESWADE, Simshire,
5G18 7YH

Walking: 13.089 miles
Driving: 13.136 miles
Direct: 9.895 miles

NOTE: After the link is clicked, One checks whether the preference base addresses are geocoded. If any
are not geocoded, the Addresses Not Geocoded dialog is displayed. In this case, click Continue To
View Map fo open the View Preferences dialog. Non-geocoded addresses cannot be viewed on the

map.

3. Use the check boxes to select the preferences that you wish to view on the map.

4. Optionally, add walking and / or driving routes to the map by clicking the Map Options drop-

down box and selecting Show walking routes and Show driving routes respectively.

Viewing Distance Calculation Errors and Status Messages

Errors and status messages that were generated during individual preference calculation can be
viewed via the Distance Calculation Error/Status log.

Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.
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¥ Preferences(2) # Edit

820 2051 Gravenhurst Academy
0 sibling | Late: Mo | Dist:

820 4040 Queen Anne Secondary
School

2 sibling | Late: No | Dist:

Offer

Waiting List

0 Inactive Preferences. Active Preferences Only:

Delete View Reasons

Delete View Reasons

Copy Applicant Reasons  Set Preference Inactive

¢ Calculate Catchments & Distances

& View Preferences On Map

Send Progress Update

View Distance Caloulation ErrorfStatus Log

Application Errors dialog. Errors
status messages are displayed on

Click the View Distance Calculation Error/Status Log hyperlink to display the Single

are displayed on the Application Process Errors tab and
the Status Messages tab.

Q Single Application Errors

In Year Transfers 2018/19

Application Process Error(s) [EElREEN

No Preferences Available for Application *

Editing Applicant Details

Applicant Details is a section of the Application Details tab. It displays the details of the
person who made the selected application for the student, and the method by which they
requested to be notified of the outcome of their application.

Select an application and ensure that the Application Details tab is displayed. For more

information on selecting applications, see Selecting an Application on page 7.

Transfer Group: INY2018 UID:

Registered School: Leagrave Junior School
Correspondence Address: 14 Adams

Application Ref: 820-2018-55-K-000304 &

. MK42 Copy to Admission Address

Admission Address: 9 Einstein Blvd,

AT10 1AT Choose a different Address

A View Mearest Schools Transport Assessment

Application UDF Application Verified: No Verify

* Preferences(2) # Edit

I # Calculate Catchments & Distances

B View Preferences On Map

0 Inactive Preferences. Active Preferences Only:

View Distance Calculation ErrerfStatus Log

Applicant Details < add

2. Open the Applicant Details section to view the applicant’s personal information.

3. Click the Edit hyperlink to make the applicant’s personal information editable.
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Application Details JRELLENE =G0 Appeals Application History | Preference History

Applicant Details . Edit

[or | | | [ Mckay l | Responsibility: [J [ FOF - Foster Father - FOF ||

Notify By: Email: [] Text: [] Online: ] Letter: ]

| Adams Close, . Bedford, MK42 ’ | Choose a different Address

Clear Address

NOTE: If no applicant details have been recorded yet, the Add hyperlink is displayed instead of the Edit
hyperlink. Both hyperlinks display the same editable fields when clicked.

4. Enter the applicant's Surname and Relationship to the child.
5. Select the Applicant Address. You can do this in one of two ways:

Set Address from Student

Click the Set Address from Student hyperlink to copy the student's correspondence address
into the applicant address. If the applicant details have already been saved you are asked to
confirm that you wish to overwrite the existing applicant address with the student's
correspondence address.

NOTE: If the student's correspondence address is subsequently changed, the address in the Applicant
Details is not automatically updated. You can use Set Address from Student to update the applicant
address if appropriate. Set Address from Student is not available if the student does not have a
recorded correspondence address.

Search for an address
a. Click the Find Address browse to display the Address Manager dialog.

Address Manager
Q

| W Search |

4

Street Address Country USRN

b. Enter at least two characters of a postcode or address into the Enter Post code or street
address field.

c. Click the Search button to display a list of streets that match your search criteria.

Q Address Manager a

[k W search |

9k Add 3 new address

Street Address Country USRN
+ | BARFORD AVENUE, BEDFORD, BEDFORDSHIRE, MK42 0DS, UK
+ |BURNABY ROAD, BEDFORD, BEDFORDSHIRE, MK42 1GH, UK

d. Select the required street to view a list of the dwellings located on that street.
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Q Address Manager

9= Add a new address

o

BURNABY , BEDFORDSHIRE, MK42

[mee2 | scarch |

Green Abbey School 505206 250368

e. Highlight a dwelling and then click the Select button to select that address.

NOTE: If you cannot find the address you need, you can click the Add a new address hyperlink to
add the address to the catalogue. See Adding an Address to the Address Catalogue on page 235 for

more information on adding addresses to the catalogue.

If required, fill out the rest of the fields in the Applicant Details section.

Click Save to save your changes.

Editing In Year Details

The In Year Details tab displays information relevant to In Year applications. It is only displayed
if the selected application is for an In Year transfer group.

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Transfer Group: INY2018 uID: Application Ref: §20-2018-55-K-000304
Registered School: Leagrave Junior School

Correspondence Address: 14 Adams . MK42 Copy to Admission Address
Admission Address: 9 Einstein Bivd,  AT10 1AT Choose a different Address

\& View Nearest Schools Transport Assessment — Application UDF Application Verified: Mo Verify

Application Evidence Edit

* Preferences(2) # Edit

» Applicant Details # Edit

* In Year Details # et
Application Status: PEND - Pending

0 Inactive Preferences. Active Preferences Only:

" Calculate Catchments & Distances & View Preferences OnMap  View Distance Caloulation ErrorfStatus Log

2. Open the In Year Details section to view information relevant to In Year applications.

3. Click the Edit hyperlink to make the fields in the In Year Details section editable.

Y In Year Details ./ Edit

| PEND - Pending ==| » |

| MIN - Move into LA | — | ‘ 13/05/2019

i [ri]

Fair Access Panel: []
In Year LA Memo: [§ In Year Applicant Memo: [§§
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4. Select a status code from the Application Status drop-down menu. The following options are
available:

6.

When an application is first added to an In Year transfer group the application status

PEND: Pending

WAQA: Waiting for information from other admission authority

PROC: Processing, offer to applicant not yet made
OFFW: Offered and waiting for applicant response
CLOS: Closed/completed.

automatically defaults to PEND (Pending).

Enter a date into the Date Place Required field. This field must be completed before any
preference data is added for the application.

Optionally, select an Application Reason from the drop-down menu. This lookup does not have

any seeded codes or external codes and is used for reporting purposes only.

NOTE: The In Year Application Reason codes should be set up to help users to understand how they

need to process applications.

For example, it is useful to be able to distinguish between applications where the child already has a
school place locally but remains on a waiting list for other schools, and applications where the child
would otherwise be without a place so needs to be found a place immediately (e.g. they have recently
moved into the area or have been excluded). Your Local Authority may wish to record multiple reasons

that fit into these two general categories.

If the application is to be reviewed by a Fair Access panel:

a. Select the Fair Access Panel checkbox. The Fair Access Reason and Fair Access Panel

Decision fields are displayed.

b. Select a Fair Access Reason. The available reasons are listed in the following table:

Code ‘ Lookup Description ‘ Full Description, as in 2009 Code

PRU Attends PRU, to be reintegrated Children attending PRUs who need to be reintegrated back
into mainstream education

CAR Child is a Carer Children who are carers

REF Child of Refugee or Asylum Skr Children of refugees and asylum seekers

MED Disability or Medical Condit'n Children with disabilities or medical conditions

HOM Homeless child Homeless children

POL Known to Police/Other Agency Children known to the police or other agencies

MOV Moved into area, no place Children whose parents have been unable to find them a
place after moving to the area, because of a shortage of
places

ATT No place/Serious attend issues Children without a school place and with a history of serious
attendance problems

ouT Out of Education for > 1 term Children who have been out of education for longer than one
school term

CRIM Returning criminal justice sys Children returning from the criminal justice system
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Code Lookup Description Full Description, as in 2009 Code

SEN SEN Child with no Statement Children with special educational needs (but without a
statement)

SERV Service or Crown Servant Child Children of UK service personnel and other Crown Servants

TRAV Traveller Child Traveller children

UNSP Unsupportive family no place Children with unsupportive family backgrounds, where a
place has not been sought

WITH Withdrawn after fixed excl Children withdrawn from schools by their family, following
fixed term exclusions and unable to find another place

The codes listed in this table are abbreviated descriptions of the Fair Access reasons that are
included in Appendix 3 of the School Admissions Code 2009. All lookup descriptions are
limited to 30 characters, hence the abbreviations, but can be added to or amended by each
Local Authority.

c. Select a Fair Access Panel Decision, if known. Each Local Authority needs to define its own
entries for this lookup.

NOTE: Fair Access Panels give special consideration to In Year applications that meet one or more

of the fair access criteria. This is to ensure that children who may be already disadvantaged in some
way are not further disadvantaged through admissions processing. For example, a looked-after child
seeking an In Year admission may be considered by the Fair Access Panel.

In some cases, the Fair Access Panel may decide to award a child a place at a school even if a
vacancy does not exist (i.e. the school is over PAN). These cases are processed manually and are
not part of the normal Make/Resolve Offers routines.

7. Optionally, record an In Year LA Memo. This memo enables you to record any extra In Year
application information that the LA may need to store against the child's record.

For more information on recording memos, see Recording Memos on page 264.

8. Optionally, record an In Year Applicant Memo. This memo enables you to record any
information that the applicant may have provided in relation to their application.

For more information on recording memos, see Recording Memos on page 264.

9. Click the Save button to save your changes.

NOTE: A combination of the In Year Application Reason and the Fair Access Panel Reason may be
helpful for management reporting. One does not automatically take into account In Year application
reasons or Fair Access Panel reasons when processing records.

For example, if your Local Authority uses the Make Offers process for In Year applications and a child
cannot currently be made an offer then that child is always given a preference for the No Offer base. You
should examine the application reasons and Fair Access Panel information manually to see if a place
needs to be found immediately.

_ A&T Back Office Handbook Handbook



Managing Applications

Recording Application Withdrawal Details

1. Select an application and ensure that the Application Details tab is displayed. For more
information on selecting applications, see Selecting an Application on page 7.

Application Details JESULEES LY Appeals Application History | Preference History

In Year Details # edit

Application Status: PEND - Pending

Additional Details # Edit

Additional Information Requested

No further information

Withdrawal Details # Edit

2. Open the Withdrawal Details section to view information relevant to the withdrawal of the
application. This section has two parts:

= From Procedure: When selected, indicates that the student has withdrawn from their
application.

m From Test: When selected, indicates that the student has withdrawn from the test part of the
selection procedure, although their application is still active.

Withdrawal Details # Edit

From Procedure: Withdrawal: No Date: Reason: -

From Test: Withdrawal: Yes Date: 14/05/2019

3. Click the Edit hyperlink to make the information in the Withdrawal Details section editable.

Withdrawal Details # Edit

From Procedure: Withdrawal: [] | ‘ ‘ ‘ |

From Test: Withdrawal:

4. If the student has withdrawn their application altogether, fill out the From Procedure fields:

a. Select the Withdrawal check box. This box indicates that the application has been
withdrawn.

b. Enter a Withdrawn Date.
c. Optionally, select a Withdrawn Reason from the drop-down menu.

5. If the student has only withdrawn from the test part of the selection procedure, fill out the From
Test fields:

a. Select the Withdrawal check box. This box indicates that the application has been
withdrawn.

b. Enter a Withdrawn Date.
6. Click the Save button to save your changes.

If you entered data into the From Procedure fields, then the student is allocated to the
Withdrawn base, as defined in Process | Transfer Groups. This ensures that this student is
included in a Withdrawal ADT file.
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Managing Appeals

Admissions Appeals may be made for a range of reasons. For example, an In Year admissions
appeal may be made if a student has moved into the area, if a place has not been offered at a
preferred base as part of the standard transfer process, or if a student has been placed within
the mainstream band of a school and wishes to appeal for a place in the ability or aptitude band.
In the latter example the student may already be registered at the school to which they are
appealing.

Appeals can be managed through both the Students | Applications | Appeals screen and the
Process | Appeals screen. Recording through Students | Applications | Appeals enables you
to select a student and then view any appeals that may exist against that student’s applications,
while Process | Appeals enables you to view the appeals that have been recorded against a
particular receiver.

Parents can record basic details about the type of appeal they are lodging. This is intended only
as an indication that an appeal will be lodged, rather than facilitating the actual appeal itself.
Therefore, as well as being created manually, appeals can also be populated via the import
process. The functionality can be enabled or disabled via Process | Transfer Groups | E-App
Settings and checking or unchecking the Enable Parent/Carer Appeal Request Online
checkbox.

Viewing Imported Appeals

Imported Appeals are highlighted within Students | Applications when one or more appeal is
present, as shown below:

Application Details JEATNER TG « Appeals Application History | Preference History

Recording Appeals

. Open Add Appeal Details for a particular preference. These fields can be accessed in either of
the following ways:

Via Students | Applications | Appeals:

a. Select an application. For more information on selecting applications, see Selecting an
Application on page 7.

b. Select the Appeals tab to display a list of appeals against the selected application.

Application Details | Student History Appeals Application History | Preference History

=] | Wide View

9= Add Appeal

c. Click the Add Appeal hyperlink to display the Add Appeal Details fields.
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Application Details | Student History Application History | Preference History

- o -y s o o " i
Choeose Preference for Appeal

‘AQ.L‘E.":":’.’?F | @
Date Appeal Lodged * | E

Reason ‘ v ‘

Sent fo fegal services ‘ﬁ ‘ Date Appeal/Confirmation |ﬁ

Status ‘ v |

Resulf | A 4 ‘

Attending the Hearing: [] Represented by other: [ ] Waive min notice period: ]

¥ Appeal Details UDF

d. Select a preference from the Choose Preference for Appeal drop-down menu.

Via Process | Appeals:
a. Select Process | Appeals.

b. Enter a Transfer Group Code or Description into the search field.

o

. Optionally, enter additional search criteria.

d. Click the Search button to display a list of the bases that match your criteria.

|1r»nr ~ 2018 - In Year Transfers 2018/19 |

culh Group {ootional) i
SUl Group (opaona; 4

Receiver Name {optional) ‘

More Options
Only Bases with Relocations:[]

Clear Search Sea—n:h

46 matches found for 'INY - In Year Transfers 2018/139, All'

Aylesbury Grammar School

LA: 825 No: 4500

Denbigh High School
LA: 826 No: 4038

¥ Receivers ¥ No Receiver / Base with Relocation Selected

e. Select a base to view a list of preferences for that base.

1 Preference Records | 0 Appeal Lodged

Fridant T a ar Sirng
Stugent Forename or Surname |

Sheppard, 2 Waiting List

Add Appeal

f. Click the Add Appeal link for a particular preference to display the Add Appeal Details

fields.
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Appeals for Sheppard, - Preference 2- 820 (4040) Queen Anne Secondary
School - Waiting List

¥ Appeal Details

& | =] &

Status b | Result v

Attending the Hearing: [ Represented by other: ] Waive min notice period: [

Appeals Memo: ||

Enter the Date Appeal Lodged.

Optionally, enter Appellant, Sent to Legal Service date, Date Appeal Confirmation, Reason,
Status and Result information.

Optionally, select whether the appellant will be Attending the Hearing or Represented by
Other using the check boxes.

If the appellant has selected to waive their 14 day notice of a hearing to speed up the appeal
process, select the Waive Min Notice Period check box.

If required, enter any additional appeal information into an Appeals Memo.

For more information on recording memos, see Recording Memos on page 264.

Click the Save button to save the appeal.

Editing Appeal Details

Open Appeal Details for a particular preference. This section can be accessed in either of the
following ways:

Via Students | Applications | Appeals:

a. Select an application. For more information on selecting applications, see Selecting an
Application on page 7.
b. Select the Appeals tab to display a list of appeals against the selected application.

Application Details | Student History Appeals Application History | Preference History

Appeals recorded for In Year Transfers 2018/19 =F Add Appeal

» Preference No: 2 Receiver School: 820 (150) Queen Anne Secondary School Offer Status: Waiting List

c. Click the arrow next to the appeal you wish to edit to display and then click the View Appeal /
Hearing Details hyperlink to view further details related to the selected appeal.

Appeal for preference 2 - 820 (150) - Queen Anne il Delete B8 More options... 4
Secondary School - Waiting List
¥ Appeal Details # Edi UDF
Appellant: Dr McKay
Date Appeal Lodged: 14/05/2019 Sent to legal services: - Date Appeal/Confirmation: -
- Status: Admissions Statement .
Reason: Distance Pending Result: -
Attending the Hearing: Mo Represented by other: No Waiwve min notice period: No
Appeals Memo: [§
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d. Click the Edit hyperlink in the Appeal Details section to make the appeal’s details editable.

Secondary School - Waiting List
¥ Appeal Details # Edit

Appeal for preference 2 - 820 (150) - Queen Anne il Delete

‘Dr MckKay ‘ @
‘ 14/05/2019 *|ﬁ Sent to legal services |ﬁ ‘ Date Appeal/Confirm |ﬁ
‘ Distance | v ‘ ‘ Admissions Statement Pending | v ‘ Result

Attending the Hearing: [

Appeals Memo: [§

Represented by other: [

Waive min notice period: [_]

Via Process | Appeals:

a. Select Process | Appeals to display the Appeals page.

One Home Students Process Bases

Transfer Groups

¥ Receivers

|IN‘|r - 2018 - In Year Transfers 2018/19

14
Sub Group (optional) " -.4.|
Receiver Name (optional) ‘
More Options

Only Bases with Relocations:[_]

Clear Search L@

Reports

Import Catchments Incoming Students Incoming Applications Removed In-Year Applications

¥ No Receiver / Base with Relocation Selected

Administration Welcome SYSADMIN

. Enter a Transfer Group Code or Description into the search field.

. Optionally, enter additional search criteria.

b
c
d. Click the Search button to display a list of the bases that match your criteria.
e. Select a base to view a list of preferences for that base.

1 Preference Records | 0 Appeal Lodged

Student Foraname or Surnamea |

Sheppard, 2

Waiting List

Add Appeal

f. Click the View Appeal hyperlink next to the required preference to view details of that

preference’s appeal.
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Appeals for Sheppard, - Preference 2- 820 (4040) il Delete B8 More options... |
Queen Anne Secondary School - Waiting List
¥ Appeal Details # Edit UDF
Appellant: Dr McKay
Date Appeal Lodged: 14/05/2019 Sent to legal services: - Date Appeal/Confirmation: -
- Status: Admissions Statement .
Reason: Distance Pending Result: -
Attending the Hearing: No Represented by other: No Waive min notice period: No
Appeals Memo: [§

g. Click the Edit hyperlink in the Appeal Details section to make the appeal’s details editable.

Appeals for Sheppard, - Preference 2- 820 (4040) &3 More options... 4|
Queen Anne Secondary School - Waiting List

¥ Appeal Details # Edit

|Dr McKay | @
| 14/05/2019 ﬂﬁ Sent to fegal services |ﬁ | Date Appeal/Confirmation ‘ﬁ

| Distance | v | ‘ Admissions Statement Pending ‘ v |

Resuit ‘ v |

Attending the Hearing: [] Represented by other: [] Waive min notice period: [

Appeals Memo: [§

Make the required changes. Date Appeal Lodged is a required field. All other fields are
optional.

NOTE: To delete the preference altogether, click the Delete hyperlink.

Click the Save button to save your changes.

Recording Hearing Details

Like appeals themselves, hearing details can be recorded and edited through both the Students
| Applications | Appeals and Process | Appeals screens. You can only record hearing details
against pre-existing appeals.

Ensure that the appeal the hearing corresponds to is recorded in One. For more information on
recording appeals, see Recording Appeals on page 44.

Open Hearing Details. This section can be accessed in either of the following ways:

Via Students | Applications | Appeals:

a. Select an application. For more information on selecting applications, see Selecting an
Application on page 7.

b. Select the Appeals tab to display a list of appeals against the selected application.

Application Details | Student History Appeals Application History | Preference History

=
Appeals recorded for In Year Transfers 2018/19 = Add Appeal

» Preference No: 2 Receiver School: 820 (150) Queen Anne Secondary School Offer Status: Waiting List

_ A&T Back Office Handbook Handbook



Managing Applications

c. Click the arrow next to the appeal to which the hearing corresponds and then click the View
Appeal / Hearing Details hyperlink to view further details related to the selected appeal.

Application Details | Student History Appeals Application History | Preference History

Wide View

¥ Hearing Details # Edit

Date of Hearing: - Time of hearing: - Appeal Committee: -

Appeal Venue: - Room: -

Clerk: - LA Officer: - )
Interpreter Required: No Language: -

Hearing Memo: [§ Other Needs Memo: [§§

A

d. Click the Edit hyperlink in the Hearing Details section to make the hearing fields editable.

Y Hearing Details . Edit

| 3 | 8] [Aovest commzee &
|£.;:583.-" Venue | \E\ ‘
@l o @

Interpreter Required: |:|
Hearing Memo: [ Other Needs Memo: [§

Roam

Via Process | Appeals:
a. Select Process | Appeals to display the Appeals page.

One Home Students Process Bases Reports Administration Welcome SYSADMIN

Transfer Groups  Import Catchments Incoming Students Incoming Applications Removed In-Year Applications

B Receivers ¥ No Receiver / Base with Relocation Selected
|1mr - 2018 - In Year Transfars 2018/19 || ..4.|
Sub Group (optional) " ._4‘|

Receiver Name (optional) |

More Options

Only Bases with Relocations:[_]

Clear Search L@

b. Enter a Transfer Group Code or Description into the search field.
c. Optionally, enter additional search criteria.

d. Click the Search button to display a list of the bases that match your criteria.
e. Select a base to view a list of preferences for that base.

1 Preference Records | 1 Appeal Lodged

Sheppard, 2 Wiaiting List 14/05/2019 00:00:00 AM D
4] [l

View Appeal

I »

A&T Back Office Handbook Handbook n




Managing Applications

f. Click the View Appeal hyperlink next to the required preference to view details of that
preference’s appeal.

Appeals for Sheppard, - Preference 2- 820 (4040) Queen  fjpelete [E More options... 4|
Anne Secondary School - Waiting List
¥ Appeal Details # edit UDE
Appellant: Dr McKay
Date Appeal Lodged: 14/05/2019 Sent to legal services: - Date Appeal/Confirmation: -
Reason: Distance Status: Admissions Statement Pending  Result: -
Attending the Hearing: No Represented by other: No Waive min notice period: No

Appeals Memo: [§

¥ Hearing Details # Edit

Date of Hearing: - Time of hearing: - Appeal Committee: -
Appeal Venue: - Room: -

Clerk: - LA Officer: -

Interpreter Required: No Language: -

Hearing Memo: [§ Other Needs Memo: [§

g. Click the Edit hyperlink in the Hearing Details section to make the hearing fields editable.

¥ Hearing Details ~ Edit

| = | D R —

Interpreter Required: |:|
Hearing Memo: [ Other Needs Memo: [

Record the details of the hearing. All fields are optional.

If required, record further notes about the hearing. There are two memos available in the
Hearing Details section:

m Hearing: enables you to add notes about the hearing itself.

m Other Needs: enables you to record additional requirements - for example if disability access
or hearing facilities are required.

Click the Save button to save your changes.

Viewing the Application History

The Students | Applications | Application History tab records all key changes made to the
selected application, including when applications were added, imported from online (including
resubmissions) or changed.

. Select an application. For more information on selecting applications, see Selecting an
Application on page 7.
Select the Application History tab to view a log of the application's changes.
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Application Details | Student History Appeals Application History BGEGEITE Y

Application History for In Year Transfers 2018/19

Wide\.fiew [fy Export  dsy Print

13/05/20189 System Administrator No 10/05/2019 10/05/20189 13/05/2019 Move into LA

10/05/2019 System Administrator Mo 10/05/2019 10/05/2019 13/05/2019 Move into LA

NOTE: Click the Export hyperlink to export the contents of the Application History tab to a .CSV or
XLS file.

Click the Print hyperlink to print the application history.

Viewing a Student's Preference History

The Students | Applications | Preference History tab lists all changes made to a student's
preference records, including deleted and inactive preferences.

Select an application. For more information on selecting applications, see Selecting an
Application on page 7.

2. Select the Preference History tab to view the student's preference history.

1.

Application Details | Student History Appeals Ll 00 Preference History

Preference History for Sheppard 10/05/2010 Transfer Group: INY2018

Wide View [y Export de Print

Last Updated
13/05/2019 15:41:07 PM System Administrator Offer Offer Gravenhurst Academy Gravenhurst Academy
13/05/2019 15:41:07 PM System Administrator Waiting List Waiting List Queen Anne Secondary School Queen Anne Secondary School 1 ]

NOTE: Click the Export hyperlink to export the contents of the Preference History tab to a .CSV or
XLS file.

Click the Print hyperlink to print the preference history.

Viewing E-Application Details

The E-Application Enquiries page enables you to a summary of a particular student’s online
applications and submission status. The information displayed is read only.

Select Students | E-Application Enquiries to display the E-Application Enquiries page.

One Home Students Process Bases Reports Administration Welcome SYSADMIN | Open New Tab Help Logout
Applications All Students
B E-Application Enquiries

trdant Name Anplicant Mam
Student Name | | |ﬁ |-—w-_----..z.-.-.' Name |

Application Removal Reasons | v |

" "*| [] Not Submitted [ | Not yet transferred [ Closed By Applicant

Clear Search | Search J
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Optionally, enter student details into the search fields at the top of the page.

If you want to search for applications that have been saved but not yet submitted, select the Not
Submitted check box.

If you want to limit your search to application that have been imported successfully, select the
Transferred Applications check box.

Click the Search button to view a list of applications that match your criteria.

¥ E-Application Enquiries
| || 3] [moey |

| | % [ Mot Submitted [ Mot yet transferred [_| Closed By Applicant

Clear Search ||

2 enquiries matching for "mckay”

Applicant’s Name Student Name DOB uID Postcode Transfer Group Inactive Submission Status Transferred Closed Reason
McKay, Dr Sheppard, 10/05/2010 820 AT10 1AT  INY 2018 No Submitted No View Application
McKay, Dr Sheppard, 10/05/2010 AT10 1AT  INY 2018 Yes Closed By Applicant No Mo longer required View Application

If you wish to view further details on a particular application, click that application’s View
Application hyperlink. The Online Application dialog is displayed.

NOTE: To print a summary of the application’s details, click the Print button at the bottom of the Online
Application dialog.
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04 | Managing Students

The Students | All Students page enables you to search for a student and to view or edit some
of that student’s personal details. You can also view any current and past applications the

student has made and manually add a new application if necessary (if you have suitable user
rights).

Selecting a Student

. Select Students | All Students to display search fields relating to student details.

One Home Students Process Bases Reports Administration
Applications E-Application Enquiries

n

- Students T No Student Selected

‘ Beqins with ‘ ‘

(005 e | [postcose ]

Active Students Only

More Options ‘m‘

Student Name Postcode NCY

. Optionally, enter search criteria into the Student Name or Unique Pupil Number field. The
drop-down menu to the left of the Student Name or Unique Pupil Number field enables you
select different types of name search:

m Begins With - Enter the first few characters of a Surname, First Name, Middle Name or
Unique Pupil Number.

m Contains - Enter a few characters from anywhere in the string of the Surname, First Name,
Middle Name or Unique Pupil Number.

= Name Sounds Like - Returns students whose Surname, First Name or Middle Name
sounds like that entered in the Student Name or Unique Pupil Number field.

This search also takes misspellings into account. For example, a search for “Krabb” would
also return students by the name of “Crabb” and “Crabbe”.

Fill out the DOB, Student ID and Postcode fields as required.

. If you wish to search for only those students who are currently active, select the Active
Students Only check box.

. Optionally, enter further search criteria into the More Options fields:
a. Click the More Options hyperlink to display further search fields.
b. Enter a Base Name, URN or School No.
c. Optionally, enter base filter information:
I. Click the Filter Base Suggestions hyperlink to view editable base filter fields.

ii. Use the radio buttons to select whether you want to search within Home LA, Other LA or
All bases.

iii. Select a Base Type and Base Control as required.
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iv. If you wish to search only those bases that are currently active, select the Active Bases
Only check box.

d. Use the radio buttons to select whether you want to search students from the Home LA,
Other LAs, or All LAs.

e. Enter Gender and NCY details.

f. Select an option from the Current Application filter field. The available options are All,
Students In An Active Transfer Group and Students Not In An Active Transfer Group.

6. Click the Search button to view a list of students who match your criteria.

7.

bl
W Students

| Begins with sheppard

(oot cagmmyn | [postore |

Active Students Only

More Options Clear Search |m‘

== Add Mew Student
1 Students matching "sheppard, All LAs, Active

Students”
o= Print
Student Name Postcode NCY
Sheppard,
10/05/2010 AL g
Highlight a student to select them.
ﬁ Sheppa rd 10/05/2010 Male Alert \E85 More options...
 Edit Student Details
Active: Yes Student ID: NCY (inc offset): 4 Home LA: 820-Bedfordshire 820
e " Online Incorrect Details:
urren . B S . . }
s AET Memo: [§ 0 Past Applications  Funding LA: 820-Bedfordshire 820

S

F el Student Basic Details | Special Needs | Student Additional | Student History | Carers | Relocation | Public Care

Current Applications Past Applications < Add New Application e | Wide View
In Year Transfer Group - INY 2018

Transfer Group - PR1 2019

Once the student has been selected, the student’s details are displayed in the Student
Summary panel at the top of the right-hand pane. Any current or past applications that the

student has made are listed on the Applications Summary tab as hyperlinks. You can open an
application by clicking on it.

NOTE: When you select a student, any risk alerts that have been defined for that student are displayed
immediately. Risk alerts are defined for individual students by clicking on the Alert hyperlink in the top

right of the student summary header. For more information on creating alerts, see Defining Risk Alerts on
page 61

Alerts are visible against the Student Details anywhere in v4 client, A&T Back Office or CSS v4 Online.
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Adding a Student

. Select Students | All Students to display the All Students page.
. Click the Search button to display the Add New Students hyperlink.

"'_'_’ Students

‘ Begins with g

[o08: caarmmyyry (68 [postoce |

Active Students Only

More Options Clear Search |m|

2= Add Mew Student

. Click the Add New Student hyperlink to display editable fields relating to student details.

NOTE: Any criteria entered into the search fields (except the Student Name and UPN fields) are carried
over into the details of the new student.

*

‘ | ‘ i

|

| o v ][ome Jovears
} @ | =
|

*

| | |
&Y
Clear Address

| IEY

Enter a Forename, Surname, Date of Birth and Gender for the student. These fields are all
mandatory.

Enter Middle Name, Chosen Forename and Chosen Surname details as required.

. If the student is studying in a different NCY to their chronological NCY, enter the student's
Offset. The Offset is the difference In Years between the student's actual and chronological
NCYs.

The student's chronological NCY is calculated automatically.

7. Optionally, select the student's Home LA and Funding LA.

If required, select the student's current address:
a. Click the Select Current Address browse to display the Address Manager dialog.

Q Address Manager

(B tastontes | T

& A

b. Enter at least two characters of a postcode or address into the Enter Post code or street
address field.
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c. Click the Search button to display a list of streets that match your search criteria.

Q Address Manager

| mk42

|
+ Add 3 new address

BARFORD AVENUE, BEDFORD, BEDFORDSHIRE, ME42 ODS,

i

BURMAEY ROAD, BEDFORD, BEDFORDSHIRE, ME42 1GH, UK

d. Select the required street to view a list of the dwellings located on that street.

Q Address Manager

| mk42

W Search |
== Add a new address

= IBURMA'BY BEDFORDSHIRE, MK42

Green Abbey School 505206 250368 " Edit

e. Highlight a dwelling and then click the Select button to select that address.

NOTE: If you cannot find the address you need, you can click the Add a new address hyperlink to add
the address to the catalogue. For more information on adding addresses to the catalogue, see Adding an
Address to the Address Catalogue on page 235.

If required, select a base for the student:
a. Click the Base Name, URN, School No. browse to display the Base Search dialog.

g8 Base Search

| Base Name

| | School Number

| Base Tyvpes

LA Bases

v | Mot Applicable

22

| [ 828 Student Base

0 Bases

T| Clusters

b
v

(®) show Active(D) Show Inactive) Show All

' — 1
Clear Search |f Search J

No results found. Please review your search options.

b. Enter search criteria for the base and then click the Search button to view a list of the bases
that match your criteria.
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8 Base Search a

|queen | | |

LA Bases Not Applicable

| | (] B28B Student Base ® show ActiveD Show InactiveCD Show Al

Clear Search |} Search )

2 Bases
Name Base Type LA School No. Control Active
Queen's Park Primary School (pdmt) Primary Bedfordshire 820 2045 Yes
Queen Anne Secondary School Secondary Bedfordshire 820 4040 LEA Controlled Yes

c. Highlight a base and then click the Select button to select that base and close the dialog.
Click the Save button to create the student.

If One finds any existing students with similar details, the Existing Students dialog is displayed.
This dialog lists those students who have similar details. You should review the students in the
dialog to ensure that the student you are creating does not already exist in the One database.

If you are sure that the student you are creating is not a duplicate of a current student, click the
Save button to save the new student's details.

Editing Student Details

Once a student is selected, that student's core details are displayed on the Student Summary
header panel. These details can be edited if required. In addition, further student details can be
viewed and edited via the Student Basic Details and Student Additional tabs.

Editing Student Core Details

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Click the Edit Student Details hyperlink in the Student Summary panel to make the selected
student's Name, Gender, LA, DOB and UPN details editable.

Wy P— -
| Male

= *| |Sheppard 1‘| |10f05,|'2010 *

I_ "Edit Student Deta sI

Active: Yes Student ID: NCY (inc offset): 4 £20-Bedfordshire 820
2 Current - @ S -

AET Memo: N
Applications F:] D Past Applications B820-Bedfordshire 820

[ Sheppard

Current Age: 9/0 NCY Offset: 0 SEN Status:
Public Care: No

Current School: Leagrave Junior School

Correspondence Address: 14 Adams . ) . Bedford, MK42 Student Memo: [§

& View Nearest Schools  Transport Assessment

3. Make the required changes.

4. Click the Save button to save your changes.
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Editing Student Basic Details

The Student Basic Details tab enables you to add additional information about a student,
alongside that displayed in the core details. All of the fields listed below are optional.

. Select a student. For more information on selecting students, see Selecting a Student on page
53.

. Select the Student Basic Details tab to display editable fields relating to student details.

Applications Summary B nd:ce e Cl Special Needs | Student Additional | Student History | Carers | Relocation | Public Care

-

=] | Wide View Open All | Close Al

# Edt OF

# Edit

Enter NCY details for the student:
a. Open the Student Profile section to view the student's profile.
b. Click the Edit hyperlink to make the Student Profile fields editable.

" Edit

Active: * *

@l |

Mot Following NCY: [
Last Updated By: System Administrator Last Updated Date: 13/05/2019 15:40:30

c. Enter a new NCY into the NCY field. If you enter an NCY that is not the child's chronological
NCY, the Offset field updates automatically.

d. If the child is not following the NCY system at all, select the Not Following NCY check box.
e. Click the Save button to save your changes.

Enter addressee details for the student:

a. Open the Addressee section to display the Addressee field.

b. Click the Edit hyperlink to make the field editable.

" Edit

Addressee: | Parent/Carer of Sheppard

c. Enter a new addressee for the student. This is the name of the person that correspondence
regards the student is addressed to.

d. Click the Save button to save your changes.

Enter language details for the student:

a. Open the Language Details section to display fields relating to the student's language skills.
b. Click the Edit hyperlink to make the fields editable.
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|
EAL: [

c. Select the student's Home Language and First Language from the drop-down list.

d. If the student speaks English as an additional language, select the EAL check box.

e. If your local authority is Welsh and the student is an EAL Acquisition student, select the EAL
Acquisition check box.

f. Click the Save button to save your changes.
Enter ethnicity, religion and culture details for the student:

a. Open the Ethnicity, Religion and Culture section to display fields relating to the student's
cultural background.

b. Click the Edit hyperlink to make the fields editable.

" Edit

c. Select the student's Nationality, Country of Origin, Student Ethnicity, Ethnic Source,
Religion and Culture from the menus as required.

d. Click the Save button to save your changes.

Editing Student Supporting Details

The Student Additional tab enables you to record supporting information about a student. You
can also use this tab to record traveller family and asylum seeker details.

All fields on this tab are optional.

. Select a student. For more information on selecting students, see Selecting a Student on page
53.

. Select the Student Additional tab to display fields relating to student details.

Applications Summary | Student Basic Details | Special Needs B unaqE B student History | Carers | Relocation | Public Care

&= |Wide View Open All | Close All

& Edit

V4

m

dit

Enter supporting details for the student:

a. Open the Supporting Details section to view fields relating to information that could support
the student's application. The following fields are displayed:

Social Services: This should be selected if this student is monitored by Social Services.
Care Order: This should be selected if this student has a Care Order against them.

Student Carer: This should be selected if this student is caring for an adult at home.
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PEP: This should be selected if Social Services hold a Personal Education Plan for this
student.

Service Family: This should be selected if the student is a member of a service family.
FSM Eligibility: This should be selected if this student is eligible for Free School Meals.

G&B FSM Eligibility: Displays the read-only value returned by the FSM Scheduled Task,
which compares the eligibility status recorded in the G&B claims area with the current
FSM Eligibility value recorded in the Student | Supporting Details panel.

The eligibility status is determined by the business rules defined in the scheduled task. If
this field is visible, it should take precedence over the value in the FSM Eligibility field.
This field is visible only if you have a valid G&B licence (v3 or v4).

Gifted and Talented: This should be selected if this student is on the Gifted and Talented
register as required by the DfE.

EOTAS: This checkbox is available to Welsh Local Authorities only. It should be selected
if this student is being Educated Other than at School (for example at home, in a Pupil
Referral Unit or other establishment that is not a school). Changes to this checkbox can be
viewed in the EOTAS History panel on the Students | All Students | Student History
tab.

Mode of Travel: Mode of Travel is view only.

SEN: If required, select a SEN Status from the drop-down (table ID: 0608) and set the
SEN Start Date to today’s date. A different start date can be selected.

Youth Support Services Agreement Indicator: If required, select a Youth Support
Services Agreement Indicator from the drop-down (table ID: 0708), to indicate whether
or not this consent has been sought.

b. Click the Edit hyperlink to make these fields editable.

" Edit

Social Services: [ ] Care Order: [ | Student Carer: [ ]

PEP: [] Service Family: [ ] FSM Eligibility: [ ] GRB FSM Eligibility: Mo
Gifted and Talented: [ ]

Mode of Travel: - SEN Status: -

c. Make the required changes.

d. Click the Save button to save your changes.

4. If the student is from a traveller family, record their traveller status:
a. Open the Traveller Family section to display the Traveller Family field.
b. Click the Edit hyperlink to make the field editable.

c. Select the Traveller Family check box. Additional fields relating to the child's status are
displayed.

" Edit

Traveller Family:
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d. Select the child's Traveller Status, Traveller Status Data Source, Traveller Site Type and
Traveller Mobility from the drop-down menus.

e. Click the Save button to save your changes.

If the student is an asylum seeker, record their asylum details:

a. Open the Asylum Seeker section to view fields related to the student's asylum seeker status.
b. Click the Edit hyperlink to make these fields editable.

" Edit

Asylum Seeker: [ |

Asylum Status: |

_LK - 0775-TABLE_ID

01 - Asylum Seeker

02 - Refugee

c. Select the Asylum Seeker check box.
d. Select an Asylum Status (populated by Table ID 0775) from the drop-down menu.

e. Click the Save button to save your changes.

Defining Risk Alerts

Risk alerts are displayed when a student is selected to warn of risks or concerns that have been
registered for that student.

NOTE: Write permission to Student Core Data is needed in order to create a risk alert.

. Select a student. For more information on selecting students, see Selecting a Student on page
53.

b 4 Sheppard 10/05/2010 | Male olert

. Click the Alert hyperlink to display the Alert Messages dialog.

Q Sheppard Alert Messages a8
Alert Message Expiry Date
Example alert 21/05/2019 [ Delste #'Edit

. Click the Add Alert hyperlink to display editable fields relating to alert details.

Add Alert

&

Enter an Alert Message. This is the message that is displayed when the user selects the
student.

. Optionally, enter an Expiry Date. If you do not specify an expiry date then the alert is displayed
against the student’s record indefinitely.

. Click the Save button to save your changes.
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Marking a Student as Inactive

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Student Basic Details tab to display fields relating to the student's details.

Open the Student Profile section and click the Edit hyperlink to view editable fields relating to
the student's status.

Applications Summary SN Ee el special Needs | Student Additional | Student History | Carers | Relocation

Student Profile # Edit

Active: | - | 1:| |4 ‘ |D ‘
Not Following NCY: [] |9/3 || |
Last Updated By: System Administrator Last Updated Date: 13/05/2019 15:40:30

Deselect the Active check box to mark the student as inactive. The Inactive Reason and
Inactive Date fields become editable.

Student Profile # Edit

Active: [ ] | * ‘ *

i CH | O

Not Following NCY: (] |9/3 || |
Last Updated By: System Administrator Last Updated Date: 13/05/2019 15:40:30

Select an Inactive Reason from the drop-down menu.
Select an Inactive Date. This is the date that the student became inactive.

Click the Save button to save your changes.

Editing Deceased Details

The Deceased Details section can only be updated if the student has been set to Inactive in
the Student Profile section, and the Inactive Reason has been set to DEC-Deceased. For
more information on this process, see Marking a Student as Inactive on page 62.

On marking a student as deceased, the Inactive Reason and Inactive Date are updated in the
Student Profile section.

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Student Basic Details tab to display fields relating to the student's details.

Applications Summary T a e a0 Special Needs | Student Additional | Student History | Carers | Relocation | Public Care

UDF

Deceased Details # Edit

Date Deceased: - Date Confirmed: - Date Notified: -

Open the Deceased Details section and click the Edit hyperlink to view editable date fields.
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" Edit

#*

rEf | =

Enter the Date Deceased and Date Notified.

5. Optionally, enter the Date Confirmed.

6. Click the Save button to save your changes.

Recording Student Special Needs

You can use the Students | All Students | Special Needs tab to record a student's disability
information. You can also use this tab to record a student's SEN Stage Details.

. Select a student. For more information on selecting students, see Selecting a Student on page
53.

. Select the Special Needs tab and click the Edit hyperlink to view editable fields related to
student disability details.

" Edit

Is the person disabled? []
Is the person on the disability register? []
Mo Disabilities Recorded

FFAdd Disabilities

If the student is disabled, select the Is the person disabled? check box.

If the student is on the disability register, select the Is the person on the disability register?
check box.

If applicable, record disabilities for the student. To record a disability:
a. Click the Add Disability hyperlink to view editable fields related to disability.

" Edit

Is the person disabled?
Is the person on the disability register?
Mo Disabilities Recorded

Add Disabilities
| *
| e
| [

Primary Disability: [

b. Select a Disability Description from the drop down menu.

c. Select a Start Date.

d. If applicable, select an End Date.

e. If you are recording the student's primary disability, select the Primary Disability check box.
f. Click the Save button to save your changes

If the student has a current SEN stage, record their SEN stage details:
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a. Open the SEN Stage Details section to view fields related to the student's SEN status.
b. Click the Edit hyperlink to make these fields editable.

¥ SEN Stage Details . Edit

‘ P - School Action Plus ‘ - ‘ | 14/05/2019

=

= add SEN Status

c. Select a Current SEN Stage from the drop down menu.
d. Select a Start Date.
e. Click the Save button to save your changes
7. If applicable, record SEN details for the student. To record SEN details:
a. Click the Add SEN Status hyperlink to view editable fields related to disability.

Y SEN Stage Details ~# Edt

School Action Plus 14/05/2019

= add SEN Status

*

SEN Status | - | ‘ 14/05/2019

b. Select a Current SEN Stage from the drop down menu.
c. Select a Start Date.

d. Click the Save button to save your changes

Recording Carer Details
The Students | All Students | Carers tab enables you to record details of a particular student's
carers, as well as the relationships between student and carers.

Adding a Carer

1. Select a student. For more information on selecting students, see Selecting a Student on page
53.

2. Select the Carers tab to view information on the student's carers.

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History [l =8 Felocation | Public Care

¥ Carer Details = add | & wide View

Mo Carers found

3. Click the Add hyperlink to display the Person Search dialog.
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L4 Person Search

| Title | w | | Begins with | v | |_-—'-9.-"_=_f.'.:.'- Name |

| [] Include Name History Active | Employee Only

[C] Governor Only

More Options Clear Search ||

] i 3

k= Add New Person Close ||

4. Select a person from the dialog:

a. If required, enter a Person Name. The drop-down menu to the left of the Person Name field
enables you select different types of name search:

« Begins With - Enter the first few characters of a Surname, First Name or Middle Name.

o Contains - Enter a few characters from anywhere in the string for the Surname, First
Name or Middle Name.

 Name Sounds Like - Returns people whose Surname, First Name or Middle Name
sounds like that entered in the Person Name field.

b. Enter further criteria into the search fields as required. You can view further criteria by
clicking the More Options hyperlink.

c. Click the Search button to view a list of people who match your search criteria.

({ Person Search

|v| |mckay,r |

zase ame

| ] Incude Mame History Active [ ] Employee Only

[ Governor Gnly

More Options Clear Search Search J

1 People matching "mckay, r, Active People”

r McKay, McKa 891 AT10 1AT
M|oyoyss0 chay

d. Select the checkbox of the person you wish to add as a carer and then click the Select
button. A confirmation dialog is displayed.

e. Click the Yes button to select the person and close the dialog. Fields relating to the carer's
relationship to the student are displayed on the Carers tab.
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¥ Carer Details  Add @Wide View

1 Carer

1 Il b
* . [ L
Edt Set Address View Dependants UDE
Title: Dr Carer Name: McKay
Parental Responsibility: [ Financial Responsibility: ]
Relationship: | ze/zionship *| v |

Carer Address: 9 Einstein Blvd, , AT10 Total Claims: [ [
e (I

Select the carer's Relationship to the student from the drop-down menu.

If applicable, select the Parental Responsibility and Financial Responsibility check boxes.

If the carer has a contact order for the student, enter the order's details into the Contact Order
field.

Click the Save button to add the person as a carer for the student.

Editing Carer Details

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Carers tab to view information on the student's carers.

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History [ el Relocation | Public Care

¥ Carer Details = add Wide View

1 Carer

"McKay No Mo Other Contact 0 Delete
Set Address View Dependants UDF
A Edit
Title: Dr Carer Name: McKay
Parental Responsibility: Mo Financial Responsibility: No
Relationship: Other Contact Contact Order:
Carer Address: 9 Einstein Bivd, , AT10 1AT  Total Claims: 0

Select the carer that you wish to edit from the table and then click the Edit hyperlink to make
that carer's details editable.

Make the required changes.

Click the Save button to save your changes.

NOTE: To delete a carer altogether, click that carer's Delete icon.
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Recording Relocations

The Students | All Students | Relocation tab enables you to record relocation details and
updates a student's School History accordingly. You can also use this tab to record details of
approaches to schools (to take relocated students) that have been made.

NOTE: The features included on the Relocation tab also appear in the Relocation section of the
Application Details tab. This section is only displayed when you are viewing In Year applications. For
more information on using the Application Details tab, see Editing Application Details on page 15.

The Application Details | Relocations section is used in the same way as the main Relocations tab.

Adding a Relocation

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Relocation tab.

Click the Add Relocation hyperlink to view editable fields relating to relocation details.

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History | Carers W=

Relocations

3= Add Relocation
Relocation Details
| 15/05/2019 *

* View Base Details (leave the Relocation page)
| i e
| | [ri]

| |
e I

|Leagra\.re Junior School

Enter a Process Start Date.

Select the student's Original School. (i.e. the school that the student was attending directly
before the relocation took place — this defaults to the student’s current registered base):

a. Click the Original School browse to display the Select a Base dialog. This dialog displays a
list of the schools in the student's School History.

Q Select a Base a
1 Bases found
Base Name Registered Start Date End Date  Joining Reason Leaving Reasor
Leagrawve Junior School Yes 10/05/2019

b. Highlight a school and then click the Select button to select that school and close the dialog.

NOTE: Once you have selected an Original School you can view that school's full details by clicking
the View Base Details hyperlink. Clicking this link opens the school's details in the Bases | All
Bases page. For more information on using the All Bases page, see Selecting a Base on page 216.
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Select a Reason for Relocation from the drop-down menu.

Enter Process End Date, Date Left, Receiver School, Relocation Outcome and Reason For
Ending Relocation information as required.

8. Click the Save button to save the relocation. The Update School History dialog is displayed.

@2 Update School History a

Original School

Putnoe Primary School (p4r) View Base Details (leave the Relocation page)

: 14/05/2019 ﬁ

| v

9. Enter an End Date (i.e. the date that the student left their original school) and a Reason for
Leaving.

10. Click the Save button to update the school history and close the dialog.

Editing a Relocation

1. Select a student. For more information on selecting students, see Selecting a Student on page
53.

2. Select the Relocation tab to view a list of the student's existing relocations.

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History | Carers =Bl

¥ Relocations

Putnoe Primary School (p4r) 14/05/2019 Edit Delete

9k Add Relocation
Relocation Details,/ Edit
Process Start Date: 15/05/2019 Process End Date: 15/05/2019

Original School: Putnoe Primary School (p4r) View Base Details (leave the Relocation page)
Reason For Relocation: Moved into Area Date Left: 14/05/2019

Receiver School: - Date Registered: -

Relocation Outcome: - Reason For Ending Relocation: -

3. Highlight the relocation that you wish to edit. Details of that relocation are displayed.
4. Click the Edit hyperlink to make the relocation's details editable.

Relocation Details

‘ 15/05/2019 *|ﬁ | 15/05/2018 ‘ﬂ

|Putnoe Primary School (par) *| @ View Base Details (leave the Relocation page)

| MOV - Moved into Area *| | [14/05/2019 |ﬁ

I [ri

telocation | v |

e IEZIN
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5. Make the require edits and then click the Save button to save your changes.

NOTE: To delete a relocation altogether, click the Delete hyperlink. You can only delete a relocation if no

schools have been approached.

Recording a School Approach

The Schools Approached section is displayed once a relocation record has been saved. It
enables you to record the schools that have been approached to take the student.

1. Select a student. For more information on selecting students, see Selecting a Student on page

53.

2. Select the Relocation tab to display the student's relocation details.

Applications Summary | Student Basic Details | Special Neads | Student Additional | Shudent History

¥ Relocations

Relocation

Original School Date Left Receiver School Date Registere

Putnoe Primary School (p4r)  14/05/2019 ~ Edit

== Add Relocation
Relocation Details ./ Edit
Process Start Date: 15/05/2019 Process End Date: 15/05/2019

Original School: Putnoe Primary School (pdr)  View Base Details (leave the Relocation page)
Reason For Relocation: Moved into Area Date Left: 14/05/2019
Receiver School: - Date Registered: -

Relocation Outcome: - Reason For Ending Relocation: -
¥ Schools Approached

== Add Approach

Delete

3. Open the Schools Approached section to view details of any schools that may have been

approached as a result of the student's relocations.

recorded.

NOTE: The Schools Approached section is only displayed once the student has at least one relocation

4. Click the Add Approach hyperlink to display editable fields relating to school approaches.

School Approached Details

‘ (leave the Relocation page)
| |

| [ria] I

| [ria] I

[# Memo

*

5. Select the School Approached:

a. Click the School Approached browse to display the Select a Base dialog.

A&T Back Office Handbook Handbook




Managing Students

Q Select a Base

|.'Jc?:,*_’ Name or School Number

® Home LA (O All Bases

b. Enter search criteria and then click the Search button to view a list of bases that match those
criteria.

Q Select a Base a

|GreenA

® Home LA O All Bases

1 Bases matching "Green &, Home LA, Active Bases"

E mg E Iype ﬁ Iu. I!
Green Abbey School Secondary 4321 820

c. Highlight a base and then click the Select button to select that base and close the dialog.

NOTE: Once you have selected the School Approached you can view that school's full details by
clicking the View Base Details hyperlink. Clicking this link opens the school's details in the Bases |
All Bases page. For more information on using the All Bases page, see Selecting a Base on page
216.

6. Enter Status, Parental Preference, Application Date, Notice to Admit Date, Notice of
Intention to Direct Date and Date Registered information as required.

7. Click the Save button to save your changes.

NOTE: To edit the details of an approach after recording, highlight the approach in the Schools
Approached list and click the Edit hyperlink. You can also Delete approaches from this list.

Recording Public Care Details

The Students | All Students | Public Care tab enables you to record details of a student's
public care events.

1. Select a student. For more information on selecting students, see Selecting a Student on page
53.

2. Select the Public Care tab to view the student's public care details.

Applications Summary | Student Basic Details | Special Needs | Student Additional | Student History | Carers | Relocation [t [iaere:

¥ Public Care Details = add

Date first looked after : # Edit
No Public Care details found

m

3. Click the Add hyperlink to display editable fields relating to public care.
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Public Care Details = add

Date first looked after : . ECIt

| *

Enter the Category and Start Date of the care.
Enter LA, End Date and Reason Ceased details as required.

NOTE: Care events cannot overlap. One returns an error messages if you attempt to record an event
that overlaps with an existing event.

Click the Save button to save your changes.

NOTE: If the Start Date you specified is earlier than that of any of the student's previous care events,
then the Set Date First Looked After dialog is displayed. Click OK to update the Date First Looked
After field of the Public Care tab with the Start Date you specified. You can also edit the Date First
Looked After field manually by clicking its Edit link and entering a new date.

To edit an existing care record, select that record from the list on the Public Care tab and then click the
Edit button.

Recording Student History

You can access student history from both the Students | All Students | Student History and
Students | Applications | Student History tabs. These tabs enable you to record a student's
school and address history. You can also view a summary of the student's name history on
these tabs.

Adding to a Student's School History

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Student History tab to view details of the selected student's history.

Applications Summary | Student Basic Details | Special Needs | Student Additional ESiTiENRSE 1y

School History = add
Address History = add

Name History

Open the School History section to view the student's school history.

¥ School History = add

Base Name LANo SchNo RegType DPW Registered Guest Residential StartDate End Date

Leagrave Junior School 820 2080 MN-5 5 Yes No Mo 10/05/2019 Delete View & Edit full details
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4. Click the Add hyperlink to view editable fields relating to the student's school.

Base Name. URN or School No. ==|
LA No: -  SchNo: - Days Per Week:

School History Details(New School History Record) ¢ Edt

Registered: ]  Dual Registered: [ | Guest: [  Residential: []

Registration Type | v ‘
| 15/05/2019 ||

Reason for Joining | v ‘ Reason for Leaving
Last Updated: - Last Updated By: -

Destination: -

Destination Last Updated: -
Destination Last Updated By: -

5. Select the school you wish to add:

a. Click the Base Name, URN, School No. browse to display the Base Search dialog.

¥ Base Search

| Base Name | | School Number

| Base Types v

LA Bases W | | Not Applicable
|-;;.D\n-' | "] B28 Student Base
0 Bases

@ Show ActiveO Show Inactive(:} Show All

No results found, Please review your search aptions.

]

Clear Search |J

b. Enter search criteria for the base and then click the Search button to view a list of the bases

that match your criteria.

| Base Types b4

(® Show Active(") Show Inactive(O) Show All

{2 Base Search
|Green A | |5¢'.*'.'.-2:'.-' Number

LA Bases W | | Not Applicable
[ vrw | () 828 Student Base

1 Bases

Green Abbey School Secondary Bedfordshire 820

Clear Search |J

Community Yes

c. Highlight a base and then click the Select button to select that base and close the dialog.
6. Enter the number of Days Per Week that the student attends/attended the school. You can

enter half days if required.

7. Use the check boxes to select the student's status at the school. There are four selectable

options:

= Registered: The base is the student's main registered base.

= Dual Registered: The student has dual registration status at the base.
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NOTE: A student may have one Registered Base and one Dual Registration. Only one box may be
checked per base record, unless the School History shows another record for the same base with a
different Start Date. If this is the case, the base may be both Registered and Dual Registered.

m Guest: The student uses the base's facilities but is not registered or dual registered at the
base.

= Residential: The student is a resident at the base.

If you selected the Residential check box, select a Registration Type from the drop-down
menu. If you selected any of the other check boxes in the previous step, the Registration Type
field is automatically filled in.

Select the student's Start Date at the base.
Enter End Date, Reason for Joining and Reason for Leaving information as required.

Click the Save button to save your changes.

Editing a Student's School History

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Student History tab and then open the School History section to view the selected
student's school history.

Applications Summary | Student Basic Details | Special Needs | Student Additional EESTHENAs =0 ydl Carers | Relocation | Public Care

&= | Wide View Open All | Close All

School History = add

Base Name LANo SchNo RegType DPW Registered Guest Residential Start Date End Date
Leagrave Junior School 820 2080 MMN-5 5 Yes Mo Mo 10/05/2019
Ll Il »

3. Click the View & Edit full details hyperlink next to the school history entry that you want to edit

to view further details of the student's relationship to the school.

School History Details(Leagrave Junior School) Z it

Base Name: Leagrave Junior School LA Mo: 820 Sch No: 2080  Days Per Week: 5
Registered: Yes  Dual Registered: No  Guest: No  Residential: No
Registration Type: MN-5 - Main reg base, no dual  Start Date: 10/05/2019  End Date: -

Reason for Joining: - Reason for Leaving: -
Last Updated: 10/05/2019  Last Updated By: System Administrator
Destination: -

Destination Last Updated: -
Destination Last Updated By: System Administrator

4. Click the Edit hyperlink to make the school history information editable.
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|Base Name, URN or School No.

*|

School History Details(New School History Record) 7 Edt

LA No: - Sch No: - Days Per Week:

Registered: [ ] Dual Registered: [ ] Guest: [ | Residential: [

| Registraiion Tyvpe | v |

| 15/05/2019 & | ]
| Reason for Joining | G | | Reason for Leaving | A 4 |

Last Updated: -
Destination: -
Destination Last Updated: -
Destination Last Updated By: -

Last Updated By: -

Make your changes.

Click the Save button to save your changes.

Adding to the Address History

Select a student. For more information on selecting students, see Selecting a Student on page

53.

Select the Student History tab and then open the Address History section to view details of

the student's address history.

Applications Summary | Student Basic Details | Special Needs | Student Additional

Relocation | Public Care

> School History = add
¥ Address History = add

14 Adams Close, , Bedford, MK42

Student History ReElEE

10/05/2019

ddfmm/yyy  Yes

1] ]

3

Click the Add hyperlink to display an editable blank record in the Address History list.

¥ Address History = add

14 Adams Close, , Bedford, MKka2 10/05/2019  dd/mm/ayy  Yes

Choose an address ddfmmfayy  dd/mmyyyyy  No

Home Address

Please select

SYSADMIN

13/05/2019 15:40:31 @Delete

[@ i Delete

Select the address that you wish to add:

a. Click the Choose an address browse to display the Address Manager dialog.

Q Address Manager

| Enier Post code or street address

=k Add a new address

| Search |
Sreethddress  comy  usw

b. Enter at least two characters of a postcode or address into the Enter Post code or street

address field.
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3. Select the address that you wish to edit.

Managing Students

c. Click the Search button to display a list of streets that match your search criteria.

Q Address Manager

N s )

|mk42
== Add 3 new address

I+

|BARFORD AVENUE, BEDFORD, BEDFORDSHIRE, MK42 0D, UK

I+

BURNABEY ROAD, BEDFORD, BEDFORDSHIRE, ME42 1GH, UK

d. Select the required street to view a list of the dwellings located on that street.

Q Address Manager
|mk42

W Search |
== Add 3 new address

= |BURNABY ROAD, BEDFORD, BEDFORDSHIRE, MK42 1GH, UK
Green Abbey School 01234 876987 505206 250368 ~ Edit

e. Highlight a dwelling and then click the Select button to select that address.

NOTE: If you cannot find the address you need, you can click the Add a new address hyperlink to add
the address to the catalogue. For more information on adding addresses to the catalogue, see Adding an

Address to the Address Catalogue on page 235.

Select the relevant Address Type.
Optionally, enter a Start Date and End Date for the student's time at the address.
If the address is the student's correspondence address, select the Correspondence check box.

Click the Save button to add the address to the student's address history.

Editing the Address History

Select a student. For more information on selecting students, see Selecting a Student on page
53.

Select the Student History tab and open the Address History section to view details of the
student's address history.

Public Care

Student Additional ESTNENRSN i@ Carers | Relocation

Applications Summary | Student Basic Details | Special Needs

* School History = add

¥ Address History = add
0 Address

14 Adams Close,  Bedford, MK42 10/05/2019  dd/immisyy  Yes

<]
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1 Address

Address Start Date End Date Correspo

14 Adams Close, , Bedford, MK42 4| 10/05/2019 B Yes

1 Il *

. Click a field to edit it. The Address, Start Date, End Date, Correspondence and Address
Type fields are editable.

. Click the Save button to save your changes.

Recording a Student's EOTAS History

The Students | All Students | Student History | EOTAS History section enables you to record
whether a child is or has been Educated Other Than At School.

NOTE: The EOTAS History tab is only displayed to Welsh Local Authorities.

. Select a student. For more information on selecting students, see Selecting a Student on page
53.

. Select the Student History tab and open the EOTAS History section to view details of the
student's EOTAS status.

Applications Summary | Student Basic Details | Special Needs | Student Additional RSWLERSIEWE Carers | Relocation | Public Care

No records found for EOTAS History.

. Click the Add button to add a new record to the EOTAS History table.
4 Aydd

EOTAS Date of Change
Mo |

. Select the child's EOTAS status:

m If you wish to record that the child now has EOTAS status, select the EOTAS check box.

m If you wish to record that the child no longer has EOTAS status, de-select the EOTAS check
box.

Enter a Date of Change.

6. Click the Save button to save your changes.
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05 | Managing Transfer Groups

Overview of Transfer Groups

A transfer group is a group of children who are applying to change school. A child must be a
member of a transfer group in order for their school place application to be processed and an
offer made.

Each transfer group is subdivided into sub groups. Sub groups give Local Authorities more
granular control of inclusion in the offer processes, waiting lists, the oversubscription criteria and
online parameters.

There are two types of transfer group: Phased and In Year.

Phased Transfer Groups

Phased transfers are those transfers in which children move from one stage of compulsory
education to another (for example primary to secondary or lower to middle). These transfers
usually take place in September, and involve a change of school.

Features of a phased transfer group:

m The children are all in the same NCY (the Admissions Online public facing software uses a
child's date of birth to determine which transfer group or groups they are eligible for).

m The children are all moving from one phase of compulsory education to another (for example
primary to secondary or lower to middle), usually in September.

m There are multiple phased groups per academic year (at least one per phase change).

m All offers for a transfer group are made at the same time, on the appropriate National Offer
Day for that phase.

m Each phased transfer group can consist of any number of sub groups, each with different
oversubscription criteria and online settings.

For more information, see Setting up Phased Transfer Groups on page 78.

In Year Transfer Groups

In year transfers are those transfers in which children move from one school to another outside
the Normal Phased transfer times.

Features of an In Year transfer group:
m The children can be from any NCY.

m The children are changing schools outside the Normal Phased transfer times (e.g. due to a
house move).

m A Local Authority has one In Year transfer group per academic year.

m Offers can be made at any time. If required, process periods can be used to define mini
application rounds to process In Year admissions.

m Each In Year transfer group can consist of any number of sub groups, each with different
oversubscription criteria and online settings.

For more information, see Setting Up In Year Transfer Groups on page 109.

A&T Back Office Handbook Handbook



Managing Transfer Groups

Sub Groups

Sub groups enable Local Authorities to coordinate all available school places at all admissions
authorities. LAs can sub groups to define oversubscription criteria, special reason codes and
some online parameters for individual schools or groups of schools within their transfer groups.

For example, an LA might use a sub group to manage Voluntary Aided schools. Voluntary Aided
schools are the responsibility of another admissions authority, and might have different criteria
to those schools for which the LA is the admissions authority.

It might be useful to create a separate sub group for each receiver school that uses banding or
is its own admissions authority (OAA). This enables each school to set its own oversubscription
criteria, special reason codes and sub group online parameters.

For more information, see Setting up Sub Groups on page 85.

Setting up Phased Transfer Groups

Introduction to Setting up Phased Transfer Groups

Phased transfer groups are set up via Process | Transfer Groups, either by setting up a new
group from scratch or by copying an existing transfer group.

To set up a new phased transfer group, either:

m Select Process | Transfer Groups | Add New Transfer Group to create a new transfer
group from scratch.

For more information, see Creating a New Phased Transfer Group on page 78.

m Select Process | Transfer Groups and copy an existing transfer group. This method saves
time if the sub groups and subscription criteria do not change much from year to year.

For more information, see Copying an Existing Phased Transfer Group on page 79.

Creating a New Phased Transfer Group

1. Add the basic transfer group details. See Adding Basic Details (Phased) on page 80.

2. Add coordinating Local Authorities, or edit copied LAs. See Adding Coordinating Local

o g bk w

Authorities on page 817.
Add feeders. See Adding Feeders on page 82.

Add students. See Adding Students to a Phased Transfer Group on page 84.

Define sub groups or edit copied sub groups. See Adding a New Sub Group on page 85.

If the transfer group is to be made available for online applications, then add E-Application
Settings. See Adding E-Application Settings on page 98.

If test scores are to be used as part of the allocation process, then associate tests with transfer
groups. See Defining and Associating Tests with a Transfer Group on page 7105.
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Copying an Existing Phased Transfer Group
To copy an existing phased transfer group:

1. Select Process | Transfer Groups to display the list of transfer groups.

One Home Students Process Bases
Import Catchments Incoming Studer

&) Transfer Groups

Fr Trann s Pscerintian ar Yoaar
rer rodp Code, Lesaripiion or rear |

Show Active Only ‘

= Add new transfer group & Transfer Groups

INY - Im Year Transfers 2018/19 2019

PR1 - Primary 2019 5

2. Select a phased transfer group to copy.
3. Click the grey arrow next to the Intake NCY field to display the details panel.

o Primary | PR1-2019 - 01/09/2019 - 31/08/2020 / Edit g3 More options... 4|
Elntake NCY: 5 Student NCY: 4 Feeders: Receivers: 0 In Year: No Active: Yes
Use GIS: No Use Admission Address: No System Generated Preferences Starting No: 20 Hide Applic. Verification: No Prevent OAA ranking online: No
No Application Base: UNC:A+T Dummy [ No Form Withdrawn Base: UNC:A+T Withdrawn Al ive Places Prefi MNumber: 10
No Offer Base: UNC:A+T No Offer Import Feeder Base: UNC:A+T Import No Current School I{.z::;:l;!“ic;;:;n Rule Late' if ALL active
Places): preferences are late
Delete 1 Copy Transfer Group
Hide
4. Click the Copy Transfer Group hyperlink.
A new transfer group is created with the same Code and Description as the original, and the
Year field incremented by one.
W Transler Growps @ Primary | PR1-2020 - 01/09/2020 - 31/08/2021
| AT ofd i ' ' I | +* Transfer Group copied successfully.
w| Show Addve Onl |
T - .
| ——— + 5 Student NCY: 4 Feeders: Receivers: 0
L VT n n
Add nev transfer group 7 Trnafer Groups GIS: No Use Admission Address: No System Generated Preferences Starting No: 20
Mo Application Base: UNC:A+T Dummy / No Form  Withdrawn Base: UNC:A+T Withdrawn
No Offer Base:  UNC:A+T No Offer Import Feeder Base: UNC:A+T Import No Current Schoal
PR1 - Primary 2020 5

NOTE: The combination of transfer group code and year must be unique. If there is already a transfer
group in the next academic year with the same transfer group code as the selected transfer group, then
you cannot create a copy.

5. Amend the Description and Group Code and make any other appropriate changes to the basic
details. See Adding Basic Details (Phased) on page 80.

The following items are copied to the new transfer group during the copy process:

m Most of the basic transfer group details.
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= All sub groups, including their special reason codes and online parameters.
m Feeders.
m Coordinating LAs.

= Most of the E-Application Settings information associated with the transfer group (including
memo text and the online label for the transfer group).

The following items are not copied to the new transfer group:

m The setting of the Use Admission Address check box in the transfer group basic details.
= Any sub groups without receivers.

m The E-Application Settings dates.

Selecting a Transfer Group

. Select Process | Transfer Groups to display the Transfer Groups page. Search fields are
available at the top of the left-hand panel.

One Home Students Process Bases

Import Catchments Incoming Studer

&P Transfer Groups

l |
[+ Show Active Only |

" Add new transfer group & Transfer Groups
I |
Code and Description Year  NCY

INY - In Year Transfers 2018/19 2019

PR1 - Primary 2019 5

2. Optionally, enter a Transfer Group Code, Description or Year into the search field.

3. Click the Search button to display a list of transfer groups that match your search criteria.

Highlight a transfer group to select it.

Adding Basic Details (Phased)

1. Select Process | Transfer Groups to display the Transfer Group page.

\ Transfer Groups

Import Catchments Incoming Stude

Show Active Only

| search |

I-i-

Add new transfer aroup I 7 Transfer Groups

2. Click the Add New Transfer Group hyperlink to display the basic details fields.
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P | = | - =
Feeders: Receivers: In Year [ Active
Use GIS [] Use Admission Address [ System Generated Preferences Starting No Hide Applic. Verification [ Prevent OAA ranking online [
‘UNC:A+T Dummy / No Form |l ‘UNC:A+T Withdrawn | 4| Atternative piaces preference Number ]
‘UNC:A+T Nao Offer e ‘UNC:A+T Import No Current School §| Lot Applica'fi?” Rule | ‘Late' if ALL active preferences are late
(for Alternative Places)
e (SR

Ensure that the In Year check box is deselected. If necessary, the In Year check box of an In
Year transfer group can be deselected to convert it to a phased transfer group, although this is
only possible if process periods have not yet been defined.

Complete the mandatory fields: Transfer Group Description, Group Code, Academic Year
(academic years are added via v4 Client or v4 Bases), Intake NCY (the year the children will
transfer into) and Student NCY (the year the children are currently in). There can only be one
phased transfer group for each NCY and date combination.

m The Intake NCY is used by the Offer Scheme processes to compare application numbers
against the Published Admission Number (PAN), in order to allocate places in phased
transfer groups.

m The Student NCY is used by the Student Selection process, which adds students of the
selected NCY to the transfer group.

NOTE: If the NCY routine in the v4 client’s Tools | Year Settings | NCY menu is run to promote
students to a new academic year, then the Student Selection NCY must be updated manually.

If required, select the Use GIS check box. Selecting this box causes One to measure distances
using GIS and to calculate allocations using geocoded catchment polygons combined with the
easting and northing of the student’s address, rather than postcode catchments.

If required, select the Use Admission Address check box to use admission addresses instead
of correspondence addresses (if different) when running the distance and catchment flagging
processes.

Enter the starting number for Local Authority generated preferences into the System Generated
Preferences Starting No. field.

Select appropriate No Application, Withdrawn, No Offer and Import Feeder pseudo bases.
Ensure that the Active check box is selected.
Click the Save button.

Adding Coordinating Local Authorities
Coordinating LAs are LAs with which your LA has an agreement concerning the allocation of
school places. For LAs in England this list must, at a minimum, include all English LAs.

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Select the Coordinating LAs tab to display a list of the coordinating LAs for the transfer group.
If no coordinating LAs are selected then the Add Coordinating LAs hyperlink is displayed
instead.
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Shudents Tests In Year E-App Settings | Sub Groups (0} EeNGLEERS

Coordinating LAs .7 Edit

| | serch |

LA Name LA No.

Cambridgeshire 873

Click the Edit hyperlink (or the Add Coordinating LAs hyperlink if no coordinating LAs have
been selected yet) to display a selectable list of LAs.

Coordinating LAs ~
| | | Search |
————— Show Available First
LA Name LA No. :
Cambridgeshire 873
[] 5. Belfast Library Board 5.
[] Barking 301

Enter part or all of the LA Name or LA Number.

Click the Search button to display a list of LAs meeting the search criterion. Any LAs that have
already been added to this transfer group are selected and listed first, followed by the other
available LAs. The two sets of LAs are separated by a thick brown line.

m Click the Show Available First hyperlink to move all the LAs that have not yet been selected
(but that meet the search criteria) to the top.

m Click the Show Selected First hyperlink to move the selected LAs back to the top of the list.
Select or deselect the check boxes as appropriate.

Click the Save button.

If necessary, repeat the process to add more coordinating LAs.

NOTE: To edit an existing transfer group's coordinating LAs, select the Coordinating LAs tab and click
the Edit hyperlink. The list of LAs becomes editable, enabling you to select or de-select LAs as required.

Adding Feeders

Feeders are the schools that children currently attend. They are used during the student
selection process to determine which children are added to phased transfer groups and from
whom the LA (or the relevant Home LA) should expect an application.

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Select the Feeders tab to display the group's feeders.
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Students E-App Settings | Sub Groups (20) | Coordinating LAs Fesders

| ¥

Feeders # kdit

() Home LA (®) all Bases () Other LA

‘ Base Name or School No. ‘ | Base Type ‘ v ‘ | Base Control | hd ‘

6 s

Abbey Middle School 999 4001 Junior School = u

Ardley Hill Academy 820 2192 Academy (Primary)

3. Click the Edit hyperlink to display search fields related to feeders.

Feeders Show Available First

() Home LA (®) all Bases () Other LA

| Base Name or Scheol No. | ‘ Base Type ‘ v | | Base Control | v |

ﬁ‘

4. Enter the required search criteria for the feeders you wish to add to the transfer group.

5. Click the Search button to display a list of feeders that meet the search criteria.

If any of these feeders have already been selected for this transfer group then they are listed
first with their check boxes selected, followed by the other available feeders. The two sets of
feeders are separated by a thick brown line.

Feeders Show Available First

() Home LA (®) All Bases () Other LA

‘ Base Name or School No. ‘ ‘ Base Type ‘ v | | Base Control ‘ v |

374 Bases matching “All Bases, Active Bases” I Search |

Applegreen School B20 4401 Academy

[] A&T Out OF County Schoals

D Abacus Nursey School 999 2299 Mursery School/Unit

m Click the Show Available First hyperlink to display the feeders that have not yet been
selected (but that meet the search criteria) at the top of the list.

m Click the Show Selected First hyperlink to display the selected feeders at the top of the list
(the default).

Select or deselect the check boxes to add or remove the feeders from the transfer group.
Click the Save button.
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Adding Students to a Phased Transfer Group
Students can be added to phased transfer groups by:

= Running the Student Selection process.

m Adding an application manually via the Students area.

m Importing an online application and matching the imported student to a student in One who is
not already in the transfer group.

Phased Student Selection

Student Selection populates the transfer group by attaching a cohort of students to a transfer
group based on that group's Student NCY and associated feeders.

Before adding students, ensure that as many of the students as possible have a
correspondence address with a postcode and an LA attached, unless their address is flagged as
Overseas.

. Select Process | Transfer Groups | Students | Student Selection to display the Add
Students button.

Students Tests In Year E-App Settings | Sub Groups (0} | Coordinating LAs

2 1 student in this Transfer Group

To populate the Transfer Group with students registered at the Feeder Schools who match the student selection
NCY, click the Add Students button.

A Sudents_|

. Click the Add Students button to run the process.

m All students registered at the feeders and in the Student NCY select in Transfer Group |
Basic Details are added to the transfer group.

m The number of students added successfully is displayed.

m If any of these students have incomplete information (e.g. no post code recorded as part of
their correspondence address) then they are added to the transfer group but are also
recorded in an error log.

= A Unique ID number (UID) is generated for each student.
If an error message is displayed, click the hyperlink in the message to view the error log.

If receivers are to be allocated on the basis of catchment areas, any postcode errors must be
corrected before using pre-offer processing. Any students with postcode errors are placed within
the No Application base (from where they can be manually allocated via Bases | Receivers |
Preferences) when pre-offer processing is run.

Student Selection can be run more than once, for example if new students have been
registered at a feeder school or if new feeders have been added to the transfer group.

Any new students are added each time the process is run, and a count of these students is
displayed.

If a student is added to the transfer group after this process has been carried out (e.g. by adding
an application via the Students area), their UID is generated when they are added to a transfer
group manually. If the student is then added to another transfer group, another, different, UID is
generated for that student within the new transfer group. This ensures that the correct transfer
group is located when an applicant enters the student's UID.
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NOTE: Any students who reside in another LA are added to the transfer group during this process, but
their applications must be made to their Home LA. LAs can advise other LAs of such students via the
DfE APT (Admissions Pre-Transfer) schema file, which is generated via the A&T v3 | Inter Authority
Transfer processes.

Setting up Sub Groups

Sub groups enable the efficient coordination and resolution of all student places within a Local
Authority.

In coordinate all available school places at all admissions authorities, LAs can define
oversubscription criteria for specific sub groups of receiver schools within a transfer group. For
example, an LA might set up a sub group for voluntary aided schools, which, being the
responsibility of Own Admission Authorities (OAAs), might have different criteria to those
schools for which the Local Authority is the admissions authority.

Each sub group has its own appropriate receivers, set of oversubscription criteria and special
reason codes.

NOTE: LAs should consider setting up one sub group for each receiver. This enables oversubscription
criteria to be defined separately for each school, thus enabling maximum flexibility if criteria need to be
changed. Once set up, these groups can be copied from year to year using the Copy Transfer Group
function.

Adding a New Sub Group

1. Select the transfer group to which you want to add a new sub group. For more information on
selecting transfer groups see Selecting a Transfer Group on page 80.

2. Select the Sub Groups tab to display a list of the sub groups within the selected transfer group.

=hhtal-l Sub Groups (20) Coordinating LAs

Sub Groups in this Transfer Group <= Add Sub-Group
Sub Group Name No. Receivers Edit Rank -
Academy & Yes i Delete View Details
Applegreen 1 Yes ‘j‘ Delete View Details

3. Click the Add Sub Group hyperlink to display the Add Sub Group dialog.

ﬁ’ Add Sub Group a

| *

Maintain Waiting List: [ |  Edit Rank: ] Use Feeder Link: ]
Use Flag Catchment: [ | Do Not Include In Offer Processing: [

Hide in School Admissions Portal: [] Close “

4. Enter a Sub Group Name.
Select the appropriate check boxes:

= If the Maintain Waiting List check box is selected, then the status of any children with
applications to this sub group who have a No Offer status is changed to Waiting List when
the Final Allocation routine is run.
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m If the Edit Rank check box is selected, then you are able to change the rank of students who
have expressed preferences at the receiver bases for this sub group manually. Ranking is
edited via Manage Allocation | Offer Scheme. These bases are Own Admissions
Authorities (OAA).

¢ If using the School Admission portal and are a Portal user who is mapped to OAA
bases, only Applicant preference reasons will be shown for Catchment, Feeder and
Distance.

e If using the School Admission portal and are a Portal user who is mapped to non-OAA
bases, only LA preference reasons will be shown for Catchment, Feeder and Distance.

m Ifthe Use Feeder Link check box is selected, then you can use the Feeder Receiver process
to support allocation within this sub group.

m [fthe Use Flag Catchment check box is selected, then you can use the GIS Catchment and
Postcode Catchment processes to support allocation within the sub group.

m [fthe Do Not Include in Offer Processing check box is selected, then schools within the
Local Authority that are not part of coordination (for example, independent schools and pupil
referral units) are ignored by the Make Offers and Resolve Offers routines. This setting
makes those schools invisible in A&T Online.

m [f the Hide in School Admissions Portal check box is selected, then when a Portal user
who is mapped to a base which is part of this Sub Group logs in they will not be shown any
active applications for this base.

Click the Save button to create the new sub group.

Repeat steps 2-6 to add additional sub groups to the transfer group. New sub groups are added
to the list on the Sub Groups tab. The number of sub groups added is indicated on the tab
label.

NOTE: To edit sub group details or add Application Statuses Displayed to Schools, Receivers,
Oversubscription Criteria, Special Reasons or Additional Online Parameters , click the View
Details hyperlink.

Editing Sub Group Details

Select the transfer group which contains the sub groups that you wish to edit. For more
information on selecting transfer groups, see Selecting a Transfer Group on page 80.

Select the Sub Groups tab to display a list of the sub groups within the selected transfer group.

Students Tests In Year SR Sub Groups (20) [RERMDNETIGREL Feeders

== Add Sub-Group
Sub Group Name No. Receivers Edit Rank =
Academy 6 Yes il Delete View Details
Applegreen 1 Yes il Delete View Details

Click a particular sub group's View Details hyperlink to view further details on that sub group.
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Pubs1
Maintain Waiting List: Yes Edit Rank: No Use Feeder Link: No
Use Flag Catchment: No Do Not Include In Offer Processing: No

Hide in School Admission Portal: No

m
[=t
=

-

4. Ensure that the Details section is open and then click the Edit hyperlink to display editable
fields relating to sub group details.

*

|Applegreen

Maintain Waiting List: | Edit Rank: Use Feeder Link:
Use Flag Catchment: Do Not Include In Offer Processing: [ |

Hide in School Admissions Portal: [ =
Cancel ||

Make the required changes.

Click the Save button to save your edits.

NOTE: To delete a particular sub group, navigate to the Sub Groups tab and click that sub group's
Delete hyperlink.

Application Statuses Displayed to Schools

When viewing applications in the School Admissions Portal, the Receiver Summary panel
displays offer statuses once the Show Offers to Receivers date is reached. If the Show Offers
to Receivers date is not populated, then this is only available on and after the Transfer Group
Publicise date.

To select which statuses are displayed in the School Admissions Portal:

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

2. Open the Sub Groups tab and click the View Details hyperlink for the selectced sub group to
display further information relating to that sub group.
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Sub Groups in this Transfer Group
Details ./ Edit

Pubs1

Maintain Waiting List: Yes Edit Rank: No Use Feeder Link: No

Use Flag Catchment: Mo Do Not Include In Offer Processing: Mo

Hide in School Admission Portal: No

* Application Statuses Displayed to Schools

3. Open the Application Statuses Displayed to Schools section to display selection fields
relating to application statuses.

¥ Application Statuses Displayed to Schools

Statuses hidden from Schools

Allpcated
Provisional

»
él

Statuses displayed to Schools

3

Accepted

Mo current offer

Mo Longer Required
Mot Processed
Offer

Refused by LA
Refused by Parents

o -

A

Adding Receivers

Select a status and use the arrows to display or hide the status in the School Admissions Portal.
Click the Save button to save your changes.

Receivers are the schools children apply to. All receivers in a particular sub group have the

same oversubscription criteria.

To add receivers to a sub group:

—

Transfer Group on page 80.

N

Select a transfer group. For more information on selecting transfer groups, see Selecting a

Open the Sub Groups tab to display a list of the sub groups within the selected transfer group.

Sub Groups in this Transfer Group

Academy

Applegreen

E-App Settings

Sub Groups (20) RRUIGLEGLEEY

== Add Sub-Group

View Details

View Details

3. Click the View Details hyperlink for the sub group you wish to add receivers to in order to
display further information relating to that sub group.
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Details .~ Edit

Pubsl

Maintain Waiting List: Yes Edit Rank: No Use Feeder Link: Mo
Use Flag Catchment: No Do Not Include In Offer Processing: No

Hide in School Admission Portal: No

* Application Statuses Displayed to Schools

* Receivers ./ Edit

4. Open the Receivers section and then click the Edit hyperlink to view search fields relating to
receiver details.

¥ Receivers / Edit

() Home LA (® all Bases () Other LA

Paca AMlama ar Trfoed o
Base Name or School No. |

1 Receiver Bases

Applegreen School

5. Optionally, enter search criteria for the schools you want to add as receivers:
m Select whether you wish to search for Home LA, Other LA, or All Bases.
m Enter a Base Name or School No.
m Select a Base Type code (e.g. HIG - High School) from the Base Type drop-down menu.

m Select a Base Control code (e.g. VA - Voluntary Aided) from the Base Control drop-down
menu.

6. Click the Search button to display a list of receivers that meet your search criteria.

¥ Receivers ./ Edi

Show Available First
) Home LA (®) All Bases () Other LA

v ‘ | Base Conirol ‘ v |

374 Bases matching "All Bases, Active Bases” ‘@

Applegreen School 820 4401 Academy

[] A&T Out Of County Schools

D Abacus Mursey School 999 2799 Nursery Schoal/Unit

Any receivers that have already been selected for this sub group are listed first with their check
boxes selected, followed by the other available receivers. The two sets of receivers are
separated by a thick brown line.

m Click the Show Available First hyperlink to display the receivers that have not yet been
selected (but that meet the search criteria) at the top of the list.
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m Click the Show Selected First hyperlink to display the selected receivers at the top of the list
(the default).

Select or deselect the check boxes to add or remove receivers from the transfer group:
Click the Save button to save your changes.

If necessary, you can repeat the process using different search criteria to add more receivers to
the transfer group.

NOTE: A receiver can only be associated with one sub group for each transfer group.

Oversubscription Criteria

Oversubscription or admissions criteria are used to decide which children are allocated places
when schools are oversubscribed. They can be different for each receiver and are held against
receivers via the sub groups with which they are associated. They are added to sub groups and
assigned their order of priority via Process | Transfer Groups | Sub Groups | View Details.

m Some oversubscription criteria can be explicitly chosen by parents (e.g. Religion, Siblings
and Distance). These are known as applicant’s preference reasons.

m Some oversubscription criteria are used as preference reasons but cannot be explicitly
chosen by applicants. They are implicit and are derived from information provided by the
applicant (e.g. Named School and Public Care). These criteria are added automatically as
preference reasons during the pre-offer processes.

m Some criteria are LA Only preference reasons, configured via Applications | Application
Details | View Reasons (e.g. Late Application and Test Mark). These criteria are derived
from imported data or manual input, rather than from information supplied by the applicants.

One A&T uses the following oversubscription criteria types:

Catchment

Catchment can be selected as an applicant preference reason. It is automatically selected as
an LA reason if Use GIS is selected for the transfer group and the student’s address is within
the catchment of the receiver base. This applies to both GIS and postcode catchments.

Distance

Distance from Home can be selected as an applicant preference reason. If it is selected, the
distance from the student’s correspondence or admission address to the receiver is displayed in
the Applications | Application Details | View Reasons | LA Preference Reasons column.
Distances are calculated via Process | Transfer Groups | Students | Pre-Offer Processing,
or via Applications | Application Details | Calculate Catchments and Distances for
individual applications.

NOTE: The A&T processes can be run based on either correspondence address or admission address
for each transfer group. This setting is specified by selecting the Use Admission Address check box on
Process | Transfer Groups | Details. School places are allocated in ascending order of distance.

In most cases the admission address is the same as the current correspondence address.
However there are some exceptions, such as returning service personnel or Crown Servants
who are applying for a school place because of a confirmed future posting.

Feeder Link

If a student’s registered base is linked to the preferred receiver, then the Feeder Link check box
in the Application Details | LA Preference Reasons panel is selected automatically after the
Feeder Receiver process has been run (via Process | Transfer Groups | Students | Pre-Offer
Processing). Feeder Link can be de-selected if required.
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Late Application

The treatment of late applications varies from authority to authority. Some LAs treat late
applications as on time if they are late for a good reason (but are received before a specified
date). Others exclude all late applications from the process. If Late is selected as an
oversubscription criterion, then students whose applications were received on time are ranked
higher than those whose applications were late.

If an application is submitted after the closing date for the transfer group or sub group, then the
Late Application check box on the Application Details | View Reasons | LA Only panel
should be selected . Selecting this check box means that the students in the application are
included in a Late ADT file. When Make Offers is run, One offers you the opportunity to choose
whether or not to include any late applications.

Medical Reasons

Applicants can indicate that they wish to apply to a school on medical grounds. Local Authorities
might request supporting information from the applicants who select this criterion.

Named School

This criterion is applied automatically where an applicant has claimed that this is the school
named on their statement of special needs.

Preference

This criterion takes into account the preference rank number chosen by an applicant. Preference
ranks greater than 20 or the Process Start Number defined in Process | Transfer Group are
Local Authority-generated preference ranks.

Public Care

This criterion indicates that an applicant has stated that the student is in public care. The
applicant must also select the name of the Care Authority. This information is imported with the
preference and can be edited.

Pupil Premium

This criterion takes into account whether or not the student attracts the Pupil Premium. This
must be verified by the Local Authority.

Religion

This criterion can be selected by applicants (using the Faith School parental reason) to indicate
that they are applying to a faith school on religious grounds. Use the lookup table to select the
faith of the school.

Siblings

This criterion enables an applicant to indicate that the student has a sibling currently attending
the receiver school or a linked or partner receiver. Partner schools are those schools that are
linked for admissions purposes (e.g. a girls’ school that has a partner boys’ school). The details
of the sibling and, if they attend a partner school, the school number, are entered by the
applicant.

Social Reasons

Applicants can indicate that they wish to apply to a school for social reasons. Local Authorities
might request supporting information from applicants who select this criterion.

Special Reasons

Local Authorities can define up to three special reasons, assigning them a position in the
selection criteria priority order. Each special reason is made up of a group of codes with
allocated weightings. These codes are used during the allocation process to rank the students.
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m Special reasons are defined and weighted according to points assigned on the
Administration | Applications | Special Reasons tab.

m Special reasons and their groups of codes are added to sub groups on the Process |
Transfer Groups | Sub Groups tab.

A group of codes with assigned weightings can be chosen within each special reason. Student
ranking is carried out first according to the special reason and then by the weighting of the
codes within the reason, with a weight of 1 being the highest priority.

For more information on defining special reasons, see

Setting Up Special Reasons on page 93.

For more information on defining special reason codes, see Configuring Special Reason Codes
on page 261.

Staff Child

This criterion takes into account whether or not the child is a child of a member of staff working
at the preference school. This information must be verified by the Local Authority.

Test Mark

Test results (the Entrance Test parental reason) can be used as a selection criterion by
Admission Authorities with selective schools, and by those using ability or fair banding. Tests
are defined in the v4 Client via Tools | Administration | Lookups | Table ID 0421 and are
associated with transfer groups and the results imported and processed on the Process |
Transfer Groups | Tests tab.

For more information on defining tests, see Defining and Associating Tests with a Transfer
Group on page 105.

For more information on importing or editing test results, see Importing Test Results on page
106.

Configuring Oversubscription Criteria

Oversubscription criteria are selected for a sub group via the Oversubscription Criteria section
of the Sub Group Details section.

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

. Open the Sub Groups tab and click the View Details hyperlink for the sub group that you wish
to define oversubscription criteria for to display further information relating to that sub group.

m
=
=3

#" Edit

. Open the Oversubscription Criteria section and then click the Edit hyperlink to display
selection fields relating to oversubscription criteria.
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| |Catchment | |Distance | |Feeder Link
| |Late Application [ [Medical [1 [Named School
| |Preference (2 |Public Care [ |Pupil Premium
| |Religion | |Siblings [ [Sedal

Special Reason Weighting 1 Special Reason Weighting 2 Special Reason Weighting 3
Staff Child Test Mark

Enter the priority order number for each criterion you wish to use.

NOTE: The priority order must start at 1 (highest priority) and use consecutive numbering.

Click the Save button to save the oversubscription criteria.

IMPORTANT NOTE: Amending the oversubscription criteria after the offer routines have been run resets
the existing preference allocations. For In Year transfer groups, this resets allocations for all students
who do not have an application status of CLOS (Closed/Completed).

Setting Up Special Reasons

You can use up to three special reasons as extra oversubscription criteria. Special reasons
enable Local Authorities to define and prioritise criteria that are more precise than standard
oversubscription criteria. For example, special reasons could be used to distinguish between
different medical reasons.

A group of codes can be added within each special reason. For example, a special reason of
Medical Reasons might consist of a list of different medical reasons, all with weights assigned.
Ranking proceeds according to the priority order of the special reasons within the selection
criteria, then by the weight of the codes within the reasons. A weight of 1 has the highest
priority.

Special reasons are configured in four steps:

Select up to three special reasons as oversubscription criteria via Process | Transfer Groups |
Sub Groups | Sub Group Details | Oversubscription Criteria. For more information on this
process, see Configuring Oversubscription Criteria on page 92.

Define the special reason codes and allocate them to the master list for each special reason via
Administration | Applications | Special Reasons. For more information on defining special
reason codes, see Configuring Special Reason Codes on page 2617.

For each special reason that has been selected as an oversubscription criterion, add codes from
the master lists via Process | Transfer Groups | Sub Groups | View Details | Add Codes.
These codes are available for selection during the application process. For more information on
selecting special reason codes, see Selecting Special Reason Codes on page 94.

For each special reason that is available to online applicants, add a label and description to
enable those applicants to choose the most appropriate code. For more information on this
process, see Adding Online Special Reason Labels and Descriptions on page 94.
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Selecting Special Reason Codes

. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

. Open the Sub Groups tab and click the View Details hyperlink for the sub group that you wish
to define special reason codes for to display additional information relating to that sub group.

m
[=1
=

m
[,
=

. Open the Special Reasons section and then click the Add Codes hyperlink for the special
reason you wish to define. The Choose Special Reason Codes dialog is displayed, listing all
the codes that have been added to this special reason.

CL Choose Special Reason Codes (X]
[] select all

Code Description Weight View O/L

[]sP1 SEN 99

[]sp2 SEN & Catchment 98

[]sp3 Catchment & Sibling 97

. Select the codes you wish to use using the check boxes.
If required, select the View O/L check box for each code that you wish to make viewable online.

6. Click the Save button to save your changes.

Adding Online Special Reason Labels and Descriptions

If any of the special reasons are to be available for online applicants to select, you must add
labels and descriptions.

. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

. Open the Sub Groups tab and click a sub group's View Details hyperlink to display to display
additional information relating to that sub group.

m
=
=

m
=t
=

. Open the Special Reasons section to display the available special reasons and their associated
codes.
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Special Reason 1 .~ Edit
Codes: SP1

Online label: -

Online description: -

Special Reason 2
Code: - Add Codes

Special Reason 3

Code: - Add Codes

4. Click the Edit hyperlink for a particular special reason to display the Label and Description
fields.

Special Reason 1 ~

5P1

5. Enter an appropriate Label and Description.

m Avoid the use of any jargon, internal codes or abbreviations.

m If more than one code has been added for a special reason, applicants must select a code
from a drop-down list, so it may be appropriate to include this instruction in the description.

6. Click the Save button to save your changes.

Configuring Additional Online Parameters

The Additional Online Parameters section of the Sub Group Details page enables you to set
sub group-specific options that are displayed when an online applicant selects a receiver from
that sub group. These options include online memo text and the preference reasons that are
displayed online for applicants to choose.

All other online parameters are set for the Local Authority as a whole, and are managed via
Administration | Applications | Online Parameters.

Editing Online Memos

Four sub group-specific memos are available. These memos are displayed online to assist
applicants when they are selecting preference reasons for a receiver.

m Medical Question: This memo explains the Local Authority’s policy regarding medical
reasons, and informs applicants that they may need to supply extra evidence.

m Other Reasons Supporting Text: This memo explains that the applicant can select Other
Reasons if their reasons for preference are not fully covered by the onscreen options, and
informs them that they will be able to explain their reasons fully on the next page.

m Oversubscription Criteria: This memo gives an overview of the oversubscription criteria
and explains how applicants should select them appropriately.
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not their child has a sibling at the preferred school.

Sibling Question: This memo contains the question that asks an online applicant whether or

Further text should be added to include

your Local Authority’s definition of who is considered to be a sibling for the purposes of

school admissions.

Example: “Does your child have a sibling who will still be attending the school when your

child starts?”

To configure online memos:

Select a transfer group. For more information on selecting transfer groups, see Selecting a

Transfer Group on page 80.

Open the Sub Groups tab and click the View Details

hyperlink to view additional details for the

sub group that you wish to configure online memos for.

Application Statuses Displayed to Schools
Receivers / Edi

Oversubscription Criteria / Edit

Special Reasons

Additional Online Parameters

Open the Additional Online Parameters section and
down list.

select the required memo from the drop-

Additional Online Parameters

| Medical Question

Medical Question

Other Reasons Supporting Text
Oversubscription Criteria

Sibling Question

Click the Edit hyperlink to display the Edit Additional

Online Parameter Memo.

Q Edit Additional Online Parameter Memo

| Sibling Question

Verdana -12 - A A B I U&= =4 =

2 B[ - A -

Enter and format a suitable message.
Click the Save button to save the memo.
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Configuring Preference Reasons Displayed Online

This section of Sub Group Details | Additional Online Parameters determines whether or not
each preference reason is available on screen for an applicant to select. The reasons
correspond to the Applicant Reasons displayed in Students | Applications | Application
Details | Preferences | View Reasons.

The Other Reasons memo is always displayed online.

NOTE: Named School is not available as a preference reason because this information is derived from
the fact that the parent claims that their child has a statement.

To configure the preference reasons that One displays online:

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

2. Open the Sub Groups tab and click the View Details hyperlink to view additional details for the
sub group that you wish to configure preference reasons for.

3. Open the Additional Online Parameters section and then click the Edit hyperlink located next
to the Preference Reasons Displayed Online heading to display selectable check boxes
defining whether each preference reason is available online.

Preference Reasons Displayed Online ./

Sibling: Religion: [] Medical:
Selective School: [ Specialist School: [ Catchment:
Feeder Link: [ Social: Distance:
Ease Of Travel: [] School Gender: []

Do Not Consider For Mainstream: Staff Child:

NOTE: All the check boxes are selected by default, except Staff Child.

4. Select or deselect the check boxes as appropriate. If a check box is selected, the appropriate
reason is displayed online for all receivers in the selected sub group.

If the Do not consider for Mainstream check box is selected, the reason is only displayed
online for bases that use either Ability or Aptitude banding. If an applicant selects this option but
has not indicated a specialist school (for Aptitude banding) or selective school (for Ability
banding) as a reason for preference, a warning message is displayed.

5. Click the Save button to save your changes.
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Additional Tasks
Adding E-Application Settings

Each transfer group can have different settings, which must be set before online applications
open. In addition, sub group-level settings can be configured via Process | Transfer Groups |
Sub Groups | Additional Online Parameters. For more information on setting up sub group-
level settings, see Setting up Sub Groups on page 85.

Select the E-App Settings tab to display the following sections:

m Basic Details: Online labels, dates, online responses, the number of permitted preferences,
the UID entry prompt and the display of the Moving House question.

= Online Text: Blocks of user defined text, displayed online and in emails. Welsh LAs can
define these in English and Welsh.

= Additional Questions: Select and manage additional questions that will be asked of all
applicants for this transfer group.

= Additional Questions (subgroup default): Select and manage additional questions that will
be asked of all applicants selecting particular schools as identified by their subgroup

m Supporting Evidence

Editing Basic Details

. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

. Select the E-App Settings tab.

Students Tests In Year Nl Sub Groups (20)

/ Edit

& Edit

/ Edit

. Open the Basic Details section and then click the Edit hyperlink to make the transfer group's
online application details editable.

Note: Different sets of fields are displayed for in-year and normal phased transfer groups.
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5

‘Transfer to Secondary September 2019

&3] | 09/03/2019 ‘ﬁ ‘23:59 |a|
ﬁ ‘ 18/03/2019 ‘ﬁ

Enable Parent/Carer Response Online:

‘ 01/09/2018 *

‘ 18/03/2019 *

‘ 28/03/2019 *

ﬁ | 23:50 ‘m| ‘ 29/03/2019 *

(3

Enable Parent/Carer Appeal Request Online:
Maximum Preferences Allowed Per Applicatio |i|
Preference School search on Home LA Receivers only: []
Prompt For Entry Of UID In Online Form: [

Ask Parent For Moving Address & Date:

Request Council Tax Reference Online:

Import Resubmitted Applications Automatically (Overwrite Back Office Applications):

Make your edits. The available fields are:

m Online Label for Transfer Group: The transfer group name displayed in the A&T
Applications and public facing A&T Online software. This label should be unambiguous,
avoiding the use of internal codes or abbreviations.

m Starting Date: The date on which applications for the transfer group open.
m Closing Date: The date on which applications for the transfer group close.

m Publicise Date (Phased Transfer): The date on which offers are published online and
applicants are emailed with their offer. This field is mandatory if the Enable Parent/Carer
Response Online checkbox is selected.

m Receiver Publicise Date (Phased Transfer): The date on which receivers can view the
students that have been allocated to their school in the Provider Portal.

m Enable Parent/Carer Response Online (Phased Transfer): Enables applicants to record
their offer responses. Additional fields are displayed if this check box is selected. Follow the
process below to configure parental responses:

i. Enter a Response Closing Date. Once this date has passed, applicants will no longer
have the option to respond.

i. Enter an Import Response Date. This is the date that responses are imported into One.

iii. Enter a Publicise Date. This must be before the Response Closing Date.

NOTE: If required, you can configure response reminder emails via Administration |
Applications | Online Parameters | Reminder Email Scheduling.

= Enable Progress/Status Updates via Citizen Portal (In Year Transfer): Enables applicants
to view the progress/status of an application.

= Maximum Preferences Allowed Per Application: The maximum number of preference
schools that can be selected for this transfer group.
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m Preference School search on Home LA Receivers only: If this flag is selected, then
applicants can only search for Home LA receivers when using the Citizen Portal.

When a transfer group is copied to the next academic year, the Preference School search
on Home LA Receivers only setting is copied to the new transfer group.

m Prompt For Entry of UID In Online Form: When this check box is selected, online
applicants are asked to enter the child's UID.

m Ask Parent For Moving Address & Date: Displays the Moving Date question in the online
form, enabling applicants to enter their new address and date of their move (if applicable).

If the child currently lives outside the LA to which they are applying but is part of a returning
Crown Servant or Service family and can provide official written confirmation that they are
moving into the area before they start the new school, their new address must be used for the
admissions assessment.

m Request Council Tax Reference Online: Enables applicants to enter their council tax
reference number into the online form.

= Import Resubmitted Applications Automatically (Overwrite Back Office Applications):
Enables the automatic import of online applications that have been changed and resubmitted.
The existing applications are overwritten and their status is set to Not Verified.

If this option is not selected, resubmitted online applications are displayed in Process |
Incoming Applications | Multiple Applications and must be resolved manually.

m Allow applicants to have multiple simultaneous open in-year applications for a student
(In Year Transfer): If selected, enables applicants to create multiple open in-year
applications for a student. If not selected, then the applicant is prompted to either close or
edit the existing application if they attempt to make a new in-year application when one is
already open.

m Allow citizens to remove In-Year applications (In Year Transfer): If selected, enables
applicants to remove in-year applications via the Citizen Portal. If not selected, then the
Close Application hyperlink is not displayed to applicants in the Citizen Portal.

. Click the Save button to save your changes.

Editing Online Text

. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

. Select the E-App Settings tab.

E-App Settings

. Open the Online Text section and then click the Edit hyperlink to display the Edit Transfer
Group - E-Application Online Text dialog.
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&’ Edit Transfer Group - E-Application Online Text (X}

‘ Home Address Question

.Times NewRoman =~ 12 - & A7 | B & U @ = 4= o ()% - A -
(LA)Is the child's Home Address the same as yours?

If your LA is Welsh, select whether you want to edit the English or Welsh text using the left-hand
menu. This option is not displayed to English LAs or EANIs (Northern Ireland).

. Select the online text that you wish to edit from the right-hand menu. The following online text
areas are available:

= Home Address Question: Asks whether the child’s and applicant's home addresses are the
same.

English example: “Is the child’s Home Address the same as yours?”
Welsh example: “A yw cartref y plentyn yr un a’ch un chi?”

m In Year Transfer Process Description: Describes the Local Authority’s process for In Year
applications. This text is displayed after an applicant has selected the In Year transfer group
and before the Date Place Required field is displayed.

NOTE: This item is displayed for In Year transfer groups only.

m Medical Question: the description of the medical preference reason that is displayed to
applicants. This text is only displayed if Medical Reason is selected as an oversubscription
criterion.

If Medical Reason text is defined at the sub group level (via Process | Transfer Groups |
Additional Online Parameters), then that text overrides any text entered here. If no text is
entered in either location, a default question is displayed.

= Moving Date Text: The question that is displayed on the Child’s Address Details page
asking if the child will move house before they start at their new school. Service or Crown
Servant families who are moving as a result of a confirmed posting must have their future
address taken into account, but in other cases Local Authorities can use their discretion.

English example: “If you are moving from the above address, please supply a moving date”.
Welsh example: “Os ydych yn symyd o'r cyfeiriad uchod, rhowch y dyddiad.”

m Offer Information: This text block is included in the offer email, above the list of preferences.
These emails are sent to applicants after the offers have been generated and the Publicise
date has passed, to inform them of their offers.

m Offer Response Confirmation: This text block is included in the Offer Response emails,
before the list of preferences. These emails are sent to applicants once they have completed
the information on the Offer Information page, in order to confirm the receipt of their response
to an online offer.

= Reminder to Response to Offer: This text block is included as the first paragraph of the
Reminder to Respond to Offer email. These emails are sent if the transfer group has the
Enable Online Parent / Carer Responses check box selected (on Process | Transfer
Groups | E-Application Settings) and there is a number of days entered in the
Parent/Carer Response Reminder Days field (in Administration | Applications | Online
Parameters | Reminder Email Scheduling).
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m Reminder to Submit Application: This text block is included as the first paragraph of the
Reminder to Submit Application email. These emails are sent to applicants who have
created applications but have not yet submitted them.

m Resubmission Reminder: This text block is included at the beginning of the Resubmission
Reminder email. These emails are sent to applicants who edited their application online after
it was submitted, but did not resubmit their applications on the day that the edits were made.

m Resubmitted Application Confirmation: This text block is included before the list of
preferences in the Resubmitted Application Confirmation email. These emails are sent to
applicants who have edited and resubmitted a Normal Phased application (In Year
applications cannot be resubmitted) to confirm that the changes have been received.

m Sibling Question: The question that is displayed on the Admissions Online | Preference
Reasons page to ask if the child has a sibling who attends the preference school.

English example: “Does your child have a sibling who will still be attending the school when
your child starts?”

Welsh example: “Oes gan eich plentyn frawd/chwaer a fydd dal yn mynychy’r ysgol pan
mae’ch plentyn yn cychwyn?”

m Submission Confirmation: This text block is included before the list of preferences in the
Submission Confirmation email. These emails are sent to applicants who have submitted
either a Normal Phased or In Year application.

6. Click the Save button to save your changes.

NOTE: For more information on group-level online applications settings, see the Transfer Group E-App
Settings reference guide, available from the One Publications website.

Editing Additional Questions

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80

Select the E-App Settings tab.

Open the Additional Questions section to display the description how to manage additional
questions.

Students Tests In Year LR Sub Groups (20) | Coordinating LAs Feeders
3 Y
Edit
SEC - Primary to Secondary Transfer Group Additional Questions - Subgroup level
This page zallows you to select and manage additional questions that will be asked of all applicants selecting particular
schools as identified by their subaroup.

Questions can only be selected from the "A&T transfer subgroup - preference level” sub library of the main questions
library.

You will not be able to change any of the text of questions supplied, not the guestion type (format) here. You may be able

to specify whether a response is mandatory or not and whether applicants can add any explanation to their answers or not
OMLY if the questions have been set up in the main questions library to allow you to do so

Order Question Title Guidance Text Question Type Explanatory text requested Active Actions

Select question(s) from Iibrary

4. Click the Select questions from library button to display the Question selector dialogue.
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Q Question selector - A&T transfer sub group - preference level

This page allows you to select questions from the question library for A&T transfer subgroups - preference level.
Place a tick in the left hand column of questions that you wish to appear as additional questions at preference level on the sub group which you are configuring.

You will be able to reorganise the gquestions into your preferred order once you have selected your guestions. You will also be able to remove any questions |ater
if you do not need them.
You can only select from guestions marked as Active in the gquestion library

D Regious referee If you are applying because of your child's faith who is your referee? Tick box Mandatory Preview

5. Select the question using the check box.
Clicking the Preview link displays the question in a new browser.

6. Click Save and Return. The additional question is added to the list.

Editing Additional Questions (subgroup default)

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Select the E-App Settings tab.

Open the Additional Questions (subgroup default) section to display how to manage
additional questions for Subgroup level.

N Rl Sub Groups (20) | Coordinating LAs

¥ Additional Questions (subgroup default) . Edit

SEC - Primary to Secondary Transfer Group Additional Questions - Subgroup level

This page allows you to select and manage additional questions that will be asked of all applicants selecting particular
schools as identified by their subaroup.

Questions can only be selected from the "A&T transfer subgroup - preference level” sub library of the main guestions
library.

You will not be able to change any of the text of questions supplied, not the guestion type (format) here. You may be able

to specify whether a response is mandatory or not and whether applicants can add any explanation to their answers or not
OMLY if the guestions have been set up in the main questions library to allow you to do so

Order Question Title Guidance Text Question Type Explanatory text requested Active Actions

Select question(s) from Iibrarv_ | Preview All |

4. Click the Select questions from library button to display the Question selector dialogue.

5. Select the question using the check box.

Clicking the Preview link displays the question in a new window.

Q Question selector - A&T transfer sub group - preference level

This page allows you to select questions from the question library for A&T transfer subgroups - preference level.

Place a tick in the left hand column of guestions that you wish to appear as additional questions at preference level on the sub group which you are configuring.
You will be able to reorganise the questions into your preferred order once you have selected your guestions. You will also be able to remowve any guestions |ater
if you do not need them.

You can only select from guestions marked as Active in the question library

[[] Regious referee If you are applying because of your child's faith wha is your referee? Tick box Mandatory Preview

6. Click Save and Return. The additional question is added to the list.

A&T Back Office Handbook Handbook m



Managing Transfer Groups

Editing Supporting Evidence

. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

2. Select the E-App Settings tab.
3. Open Supporting Evidence. Click Edit.

Students Tests In Year [NNE gl Sub Groups (20) | Coordinating LAs Feeders

Enable File Upload: [

Accepted File Types: docx pdf jpeg irg bmp doc

Maximum File Size: MB

Maximum Number of Files:

Configuration options include maximum file sizes (1MB to 20MB), the number of files allowed
per application (1 to 20 files), and the types of files accepted (from docx, doc, pdf, jpeg, jpg,
bmp, png).

All files attached to applications in this manner will be checked for viruses, before being
attached to the application.

Owing to the number of applications received, and the fact that these files must be stored and
backed up appropriately, we recommend setting the file size and number of files values to be as
low as possible for your process — photographs of evidence taken with a mobile device are
typically smaller than 3MB, while we would recommend setting the number of files to the same
number of active preferences for the transfer group.

. Click the Save button.

Using Test Results as an Oversubscription Criterion

Admission Authorities with selective schools and those using ability or fair banding can use test
results as a selection criterion by following these steps:

. Select Test Mark as an oversubscription criterion via Process | Transfer Groups | Sub
Groups | Sub Group Details. For more information on selecting oversubscription criteria, see
Configuring Oversubscription Criteria on page 92.

Define tests by adding them in the v4 client’'s Tools | Administration | Lookups menu. For
more information on defining tests, see Defining and Associating Tests with a Transfer Group on
page 105.

. Associate tests with the transfer group in A&T Back Office via Process | Transfer Groups |
Tests. For more information on associating tests with transfer groups, see Defining and
Associating Tests with a Transfer Group on page 105.

Import or add test results for the students in this transfer group. For more information on
importing test results, see Importing Test Results on page 106.

. Process the test results. For more information on processing test results, see Processing Test
Results on page 107.
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Defining and Associating Tests with a Transfer Group
1. In One v4 Client, select Tools | Administration | Lookups to display the Lookups page.

B Capita One 4.0 -[a[ x|
j-.; Focus }E Tools E’] Window [9] @ Help
& Back ~ Forward ~ % Show/Hide = | User Accounts User Groups Students _(Q, 2 -

-

—
“ookp Tables

Looking For Search by Table ID -

o Select [ New [ Open In New Window

Table ID  Table Description -~
o001 Ethnic Group (Student) |:|
ooz Home Language

o006 Former Control

] Qualifications

0011 Qualification Subjects hd

2. Highlight Table 0421 and then click the Select button to select that table.

 Lookup Tables \

Looking For 0421 Search by Table ID -

o Select [ New [ Open In New Window

Table I Table Description ~
0422 Text Block Type D
0423 Children Act Registration

0424 Provider Closure Reason

0425 Wonitoring Outcome hd

3. Inthe Lookup Code panel, click the New button to display editable fields relating to lookup
codes.

H
E Save D New

Lookup Code Lookup Code -

ooKup Lode

Internal Code

Description

Active

4. Enter a new code:
a. Enter an Internal Code and Description.
b. Ensure that the Active check box is selected.
c. Click the Save button to save the code.
If required, repeat steps 3 and 4 to add additional new codes.

In A&T Back Office, select a transfer group. For more information on selecting transfer groups,
see Selecting a Transfer Group on page 80.

7. Open the Tests tab and then click the Associate Test with Transfer Group hyperlink to
display editable fields relating to test details.
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E-App Settings | Sub Groups (0} | Coordinating LAs

Test Definitions
Test Code Test Description Test Date
i/ | | * Delete
o Associate Test with Transfer Group Cancel

Select a code from the Test Code drop-down (the drop-down includes all active test codes).
The Test Description is completed automatically.

Enter the Test Date. This can be in the future.

Click the Save button to associate the test definition with the transfer group.

Importing Test Results

When test codes have been associated with a transfer group, the Test Results section is
displayed at the top of the Tests tab, enabling the results to be imported or manually added.

NOTE: Test results for import must be in a .csv file containing: Surname, Forename, DOB, UPN,
Transfer Group Code, Transfer Group Year, Test Code, Results, Result Date and Student ID.

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Select the Tests tab and then open the Test Results section to display a list of imported test
results.

E-App Settings | Sub Groups (12) | Coordinating LAs

& | Wide View
Test Results Import Results —
| [ | =
‘ ‘ Clear Selection ‘ Search ‘
0 Students 2 Tests
ENG MAT
Name StudentID 5, .59/2006 31/01/2006

In the Test Results section, click the Import Results hyperlink to display the Import Results
dialog.

Q Import Results (X

Click the Browse button to select the appropriate .csv file and then click the Process button to
import the results.

The following validations and updates take place after you click the Process button:

m The file is validated against the details of the students in the transfer group. If any data fails
validation, an error message is displayed.
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m If a test result has already been recorded for a student in this transfer group, the result and
result date are updated with the imported data.

m [f a test result has not previously been recorded for a student, a new record is added.

The imported results are listed in the Test Results section. You can use filters (Current Base
Name, Current LA, URN, Current School No., Receiver Base Name, Receiver LA, Receiver
School No., Student Surname or Student Surname and Forename) to display a particular
group or student’s results.

Users with at least read/write permission for Test Results - Manual Entry can edit test results
for individual students.

Processing Test Results

The Process | Transfer Groups | Tests | Process Results section is displayed when at least
one student in the transfer group has a test result recorded.

The following test result processing methods (or algorithms) are available:
m Average of All Tests

m Average of Best N Tests

m Customised Method

m Sum of all Tests

m Sum of Best N Tests

m Sum of Best Two Results

The value for N is entered in the Process Results panel.

To use a customised method, contact the One Service Desk

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Select Tests | Process Results to display the Process Results fields.

Students. Tests In Year E-App Settings | Sub Groups (12)

Import Results

‘ | ‘ Average of all tests

Select a Processing Method.
If the processing method includes N, an additional field is displayed for N. Enter the value of N.

| | Average of Best N Tests * ‘ *

If required, enter a Cut Off Mark.

NOTE: If no cut off mark is entered, all students are deemed to have passed when the results are
processed.
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Click the Process button. The following procedures are carried out:

m The processing method uses the individual, imported test results to calculate an overall score
(or Test Result) for each student to four decimal places.

m The overall score is added to each student’s Application History.

m The counts of students who achieved the cutoff mark and those who did not achieve the cut
off mark are displayed above the Process button.

This calculated overall score is displayed in the Test column in the following locations:

m The Bases | Receivers page (for selective receivers and receivers using ability or fair
banding).

m The LA Only Reasons panel of Students | Applications | Application Details |
Preferences.

m The Assign Students to Selected Band window of Bases | Receivers | Preferences.
The students’ status is updated by the results processing as follows:

m Students who achieve the cut off mark are left as Not Processed, leaving them available for
processing by the Make Offers routine.

m Students who do not achieve the cut off mark have their preference for the selective school
set to Refused by LA, meaning that the Make Offers routine ignores the preference. These
students re-enter the allocation process according to their preference details for nonselective
schools.

m Students who have applied to an Ability Assessed band at a selective school, but do not
achieve the cut off mark, are refused a place in the assessed band. However, they may still
be considered for a place in a mainstream band at the same school.

Reprocessing Test Results

Test results can be processed more than once. Reprocessing is necessary if any of the
following conditions have occurred since the last time the routine was run:

m Any student results have been added or updated.
m The processing method calculation has been changed.
m The cut off mark has been changed.

Each student is reassessed based on the latest information. Preferences that were set to R
(refused by Local Authority) by the original processing of test results are checked, to confirm
whether or not that status is still correct according to the latest results and parameters.

This includes the following preferences:
m Home Local Authority preferences.
m Band preferences that are ability assessed.

m Band preferences linked to a parent band that is ability assessed.

IMPORTANT NOTE: If you reprocess test results after changing the processing method or cut off mark, ‘
the existing results and offer status are overwritten. ‘
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Setting Up In Year Transfer Groups

In year transfers are those in which children move from one school to another outside the
Normal Phased transfer times.

To set up a new In Year transfer group, either:

m Select Process | Transfer Groups | Add New Transfer Group to create a new transfer
group from scratch. For more information, see Creating a New In Year Transfer Group on
page 109.

m Select Process | Transfer Groups and copy an existing transfer group. This method is
recommended by Capita when adding the initial In Year transfer group, to save time. For
more information, see Copying an Existing In Year Transfer Group on page 709.

Creating a New In Year Transfer Group

. Select Process | Transfer Groups to display the Transfer Groups screen.

Click the Add New Transfer Group hyperlink to display editable fields relating to transfer group
details.

Add transfer group basic details. For more information on adding basic details to In Year transfer
groups, see Adding Basic Details (In Year) on page 111.

Note that:

m The In Year check box must be selected. Transfer groups with this check box selected
support students of different ages from multiple NCYs in one transfer group.

m Intake NCY and Student NCY are not used for In Year transfer groups.

Either add coordinating LAs or edit copied LAs. For more information, see Adding Coordinating
Local Authorities on page 817.

Either define new sub groups or edit copied sub groups. For more information, see Setting up
Sub Groups on page 85.

Define process periods and record vacancies. For more information, see Process Periods and
Vacancies on page 114.

Select feeder transfer groups. For more information, see Adding Feeder Transfer Groups and
Students on page 1171.

Add students. For more information, see Adding Feeder Transfer Groups and Students on page
111.

If the transfer group is to be made available for online applications, add e-application settings.
For more information, see Adding E-Application Settings on page 98.

If test scores are to be used as part of the allocation process, associate tests with transfer
groups. For more information, see Defining and Associating Tests with a Transfer Group on
page 105.

Copying an Existing In Year Transfer Group

The following items are copied to the new transfer group when the Copy Transfer Group
process is run:

m Most of the transfer group basic details.
m All sub groups, the sub group Special Reason Codes and sub group Online Parameters.
m Feeders.
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m Coordinating Local Authorities.

= Most of the E-Application Settings information associated with the transfer group (including
memo text and the Online Label for the transfer group).

The following items are not copied to the new transfer group:

The setting of the Use Admission Address check box in the transfer group basic details.

Process periods. These are year specific and so do not apply to the new transfer year.

Any sub groups without receivers.

The E-Application Settings dates.
To copy an In Year transfer group:

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

2. Click the grey arrow next to the Intake NCY field to display the details panel.

@ In Year Transfers 2018/19 | INY-2020 - 01/09/2020 - 31/08/2021 ./ Edit |g53 More options...
D]ntake NCY: Student NCY: Feeders: Receivers: 0 In Year: Yes Active: Yes
Use GIS: Mo Use Admission Address: No System Generated Preferences Starting No: 20 Hide Applic. Verification: No Prevent OAA ranking onlin
Mo Application Base: UNC:A+T Dummy | No Form Withdrawn Base: UNC:A+T Withdrawn Alternative Places Preference Number:
Mo Offer Base: UNC:A+T No Offer Import Feeder Base: UNC:A+T Import No Current School  Late Application Rule | _ . :
(for Alternative Latfe if ALL actl\ie
Places): preferences are late

3. Click the Copy Transfer Group hyperlink.
4. A new transfer group is created, with the Year field incremented by one.

@ Transfer Groups @ In Year Transfers 2018/19

[ ! | INY-2020 - 01/0%/2020 - 31/08/2021

[v#] Show Active Onl i | |
} St pcsive Ok | Cearch " Transfer Group copled successfully.
.-, e - -
dd new transfer grou & Transfer Groups / .
= e it o = ¥ Intake NCY: Student NCY: Feaders: Receivers: 0
‘/

Code and Description Year
Use GIS: No  Use Admission Address: No System Generated Preferences Starting Mo: 20
Mo Application Base: UNC:A+T Dummy [ Mo Form  Withdrawen Base: UNC:A+T Withdrawn
Mo Offer Base: UNC:A+T No Offer Import Feeder Base: UNC:A+T Import No Cumment School

INY - In Year Transfers 2018719 20210

NOTE: The combination of transfer group code and year must be unique. If there is already a transfer
group in the next academic year with the same transfer group code as the selected transfer group, then
you cannot create a copy.

5. Click the Edit hyperlink to make the new transfer group's details editable.

* *

ﬂ’ | In Year Transfers 2018/19 | INY | 2020 - 01/09/2020 - 31/08/2021°*

I:I I:I Feeders: Receivers: 0 In Year Active

Use GIS [ Use Admission Address [ System Generated Preferences Starting No Hide Applic. Verification [_| Prevent OAA ranking online (]

‘UNC:A+T Dummy / No Form *

5 ‘UNC:A+T Withdrawn

4| Alternative Places Preference Number

Late Application Rule

N (for Alternative Places)

‘UNC:A+T No Offer * | ‘Late’ if ALL active preferences are late

% ‘UNC:A+T Import No Current School

6. Select the In Year check box, amend the Description and Group Code and make any
appropriate changes to the basic details. See Adding Basic Details (In Year) on page 1117.

7. Click the Save button.
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Adding Basic Details (In Year)

Select Process | Transfer Groups and then click the Add New Transfer Group hyperlink to
display editable fields relating to transfer group details.

e | = | - e
Feeders: Receivers: In Year [] Active
Use GIS [ Use Admission Address [ System Generated Preferences Starting No Hide Applic. Verification ] Prevent OAA ranking online [
‘UNC:A+T Dummy / No Form |l ‘UNC:A+T Withdrawn | 4| Atternative Piaces preference Number ]
‘UNC:A+T No Offer e ‘UNC:A+T Import No Current School §| Lot Applica'fi?” Rule | "Late’ if ALL active preferences are late
(for Alternative Places)
—_—

Select the In Year check box. If necessary, a phased transfer group can be converted to an In
Year transfer group by deselecting the In Year check box and clicking the Save button. This can
only be done if there are no students in the transfer group.

Complete the mandatory fields: Transfer Group Description, Group Code and Academic
Year.

NOTE: Academic Years are added via v4 Client or v4 Bases. There can only be one In Year transfer
group per academic year.

. Select the Use GIS check box to measure distances using GIS and calculate allocations using

geocoded catchment polygons combined with the easting and northing of the student’s address,
rather than postcode catchments.

Select the Use Admission Address check box to use admission addresses instead of
correspondence addresses (if different) when running the distance and catchment flagging
processes.

Enter the starting number for Local Authority generated preferences into the System Generated
Preferences Starting No. field.

Select the Hide Applic. Verified check box to omit the Application Verified indicator from
Students | Applications | Application Details.

8. Select appropriate No Application, Withdrawn, No Offer and Import Feeder pseudo bases.

Ensure that the Active check box is selected.

. Click the Save button to save your changes.

Adding Feeder Transfer Groups and Students

Students can be added to In Year transfer groups by:
= Running the In Year Student Selection process.
m Adding an application manually via the Students area.

m Importing an online application and matching the imported student to a student in One who is
not already in the transfer group.
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In Year Student Selection

The In Year student selection process is carried out at the beginning of the academic year. It
carries the following groups of students forward to the current In Year transfer group:

m Home LA students on a waiting list in selected Normal Phased transfer groups from the
previous academic year.

m Any students with incomplete, outstanding applications from the previous year’s In Year
transfer groups.

Feeder transfer groups must be selected for In Year transfer groups before the In Year Student
Selection process can be run.

NOTE: Before running Student Selection, ensure that as many students as possible have a
correspondence address with a postcode, unless their address is flagged as Overseas.

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Select Students | Student Selection and click the Edit Feeder Transfer Groups hyperlink to
display the Choose Feeder Transfer Groups dialog.

(1 Choose Feeder Transfer Groups (X
Select the Feeder Transfer Groups from the list of available Transfer Groups below,
Filter
Group Year NCY Feeder Bases Receiver Bases
INY - In Year Transfers 2018/19 2018 62 el
PR1 - Primary 2019 5 1
SEC - Primary to Secondary 2019 7 65 34
PRI - Admissions to Reception 2019 [i] 36 42

The list of groups is determined by the academic year of the new (receiver) In Year transfer
group. ltincludes:

m The In Year transfer group from the academic year before the new In Year transfer group.
m Phased transfer groups from the academic year before the new In Year transfer group.

If necessary, filter the list by Code, Description or Year.

Select:

m all the phased groups for the year that has just finished or is about to finish.

m all the phased groups for the current In Year group.

Click the Select button to return to the Students tab.
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Students Tests In Year E-App Settings | Sub Groups (0} | Coordinating LAs Feeders

= 0 student in this Transfer Group = | Wide View

-

To populate the In Year transfer group with students on a waiting list from normal phased transfer groups, as well
as any incomplete in vear application from last year, choose the feeder transfer groups by dlicking on "Edit Feeder
Transfer Groups’ and choose whether vou wish to carry forward applications for Home LA students only or Home
and Other L& students.

Warning - This routine can only be run once. Please ensure that you have selected all of the relevant
! feeder transfer groups (e.g. both normal phased transfer groups and the previous academic year's in year
transfer group).

Feeder Transfer Groups Edit Feeder Transfer Groups
Group Year NCY In Year
PR1 - Primary 2019 3 Mo
SEC - Primary to Secondary 2019 7 No

Select Home LA applications or All LA applications

() Carry forward Home LA student applications only () Carry ferward Home and Other LA student applica

6. Select either the Carry forward Home LA student applications only or Carry forward Home
and Other LA student applications radio buttons:

m |f you select Carry forward Home LA student applications only, then only home LA
student applications with an application status that is not mapped to external code CLOS -
Closed/Completed will be copied to the new transfer group.

m If you select Carry forward Home and Other LA student applications, then all LA student
applications with an application status that is not mapped to external code CLOS -
Closed/Completed are copied to the new transfer group, regardless of the Home LA of the
student.

The Date Place Required field and Add Students button (discussed in the following steps) are
displayed once one of these options has been selected.

Select Home LA applications or All LA applications

() Carry forward Home LA student applications only (2} Carry forward Home and Other LA student applications

O o suiens |

7. If required, select a different Date Place Required. Date Place Required defaults to 1st
September of the In Year transfer group’s academic year. This date is added to any applications
carried over to the new transfer group if a date has not already been specified.

8. Click the Add Students button to add the relevant students from the selected transfer group to
the new In Year transfer group.

The numbers of students successfully added to the transfer group and the number that could not
be added are displayed as hyperlinks on the Students tab. Click on either of these links to
display a printable report listing the students and giving further information relating to their
applications.
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Process Periods and Vacancies

Process periods and vacancies must be recorded at the receiver schools before running the In
Year offer processes or manually allocating children who have made In Year applications.

Process periods define the start and end time of the mini application rounds that can be used to
process In Year admissions. They are defined via the Process | Transfer Groups | In Year tab.

After setting up process periods, the numbers of vacancies at receiver schools can be recorded
for the process periods as they arise throughout the year. Vacancies are recorded via Bases |
All Bases | PAN & Vacancies.

At least one process period must be added to cover the whole academic year, in order for
vacancies to be kept up to date. This is necessary because vacancies are logged against
process periods.

NOTE: Capita recommend that vacancies are recorded before the application closing date for the
selected process period.

Using Multiple Process Periods

Configuring multiple process periods enables you to use the Make Offers and Resolve Offers
processes for In Year transfer applications.

Capita recommends that you define multiple process periods even if your Local Authority plans
to allocate all In Year places manually, as this enables you to manage vacancies and allocations
more effectively.

NOTE: The coordination of In Year applications between neighbouring Local Authorities is most effective
if their process periods are coordinated.

Multiple periods must be set up so that when an application closing date passes, the next one
starts immediately. This enables applications to be made at any time.

Resolve Offers can be run multiple times for each process period. Make Offers and Final
Allocation are only run once for each process period.

Using a Single Process Period

Local Authorities that plan to allocate all places manually only need to define one process period
in order to keep vacancy numbers up to date. However, a single process period means that only
one set of vacancy information can be logged for a process period. LAs using a single process
period must to overwrite the vacancy information each time it changes.

NOTE: In order to allocate places manually, the Exceptional check box must be selected for each
preference.

A single process period could have, for example, a start date and time of 01/09/2013 00:01,
application closing date of 31/08/2014 23:58 and offer date of 31/08/2014 23:59.
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Adding Process Periods

1. Select an In Year transfer group. For more information on selecting transfer groups see
Selecting a Transfer Group on page 80.

2. Select the In Year tab to display a list of existing process periods.

E-App Settings | Sub Groups (14) | Coordinating LAS

¥ Process Periods

ng osing

1 01/09/2018 00:01 31/12/2018 17:00 31122018 17:01 # Edit Delete

== Add Process Period

3. Click the Add Process Period hyperlink to display the Starting, Closing, and Offer date and
time fields.

E-App Settings | Sub Groups (14) | Coordinating LAs

¥ Process Periods

ng osing

1 01/09/2018 00:01 31/12/2018 17:00 31/12/2018 17:01 Delete
| | TN
| |
| | [oo:01 [a]

4. Enter the dates and times.

Click the Save button to display the new process period on the In Year tab.

Repeat steps 3-5 to add further process periods as appropriate. Period numbers are generated
automatically and increment by one when a new process period is added.

Process periods cannot overlap:

m The Starting date of one period cannot fall between the Starting and Application Closing
dates of another.

m The Offer date of one period cannot fall between the Start and Offer dates of another
process period.

Click the Delete hyperlink to remove process periods. A process period cannot be deleted if
there is any vacancy data recorded against it.
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06 | Managing the A&T Process

As well as the transfer group setup controls discussed in the previous chapter, the Process tab
enables you to manage the import of catchment information, incoming student data, applications
and parental responses. If you have the required licence and permissions, you can also run a
bulk One Transport assessment from this tab.

NOTE: The Process | Appeals tab works in the same way as the Students | Applications | Appeals
tab, as discussed in chapter 1. For information on recording appeals, see Managing Appeals on page 44.

Importing GIS Catchment Files

If your Local Authority uses GIS to measure distances then you must import your digitised
catchments. Using these catchments rather than the default shapes ensures that both the GIS
Catchment and GIS Routes and Distances processes operate successfully.

It is recommended that you only add any manual flags after calculating distances.

Select Process | Import Catchments to display the Import Catchments page.

One Home Students Process Bases Reports Administration
Transfer Groups Incoming Students Incoming Applications Removed In-Year Applications

@}Import Catchments

GIS Import Catchments

Import GIS Catchments

| prowse |

View Error / Status Log

Click the Browse button to display the Windows Open dialog.

Select the catchment file(s) that you wish to import. Catchment files must be in the .GML format.
Click the Process button to import the catchment files.

The Import Process

During the catchment file import process, One checks the following:

m That the XML is well-formed.

m That each catchment has a valid base ID or Local Authority and school number.

¢ If both are present, the base ID is used in preference to the Local Authority and school
number.

o If neither are present, or the base does not exist in the database, then an error is reported
and the catchment is not imported.

m That each catchment has Easting and Northing values.

Any validation errors are written to the Error / Status log. Click the View Error / Status log
hyperlink to view this log.
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Processing Incoming Students

Applications made via Admissions Online must be imported into A&T Back Office so that they
can be validated and processed. Once imported, applications are displayed in the Process |
Incoming Students tab. When importing online applications, One first attempts to match as
many of the incoming students with existing students as possible. Any students that cannot be
matched must be dealt with manually.

One matches students based on details provided by the applicant. If the applicant provides a
UID then One checks for matching UIDs in the database. If a matching UID is found then the
incoming student is matched to that student record.

If the applicant did not provide a UID, then One analyses the student's forename, surname, date
of birth and gender in an attempt to make a match. If all four of these student identifiers match to
an existing student then One matches the incoming and existing students.

After this matching process has taken place, One assigns one of three statuses to each
incoming student:

m Automatched: One was able to match the incoming student to an existing student without
any data conflicts. Students are automatched if all four student identifiers (Forename,
Surname, Date of Birth and Gender) in their personal information are identical.

m Matched with Conflicts: One was able to match the student to an existing student, but some
of the existing student's data conflicts with the information provided in the application.

m Unmatched: One was unable to match the student to an existing record. The data of these
students is placed in conflict. Unmatched students must be matched manually, added to One
as a new student, or discarded.

Automatched Student Transfer Groups

One checks to see if automatched incoming students are already linked to the transfer group
that was selected as part of the online application. If they are not linked to a group, or if they are
linked to more than one group but not the one specified during the application, then One's
actions vary depending on which option is selected for Define Version of Online Applications
Import to use on the Administration | Applications tab.

m If v3 is selected then the student is displayed in the Automatched outside Transfer Group
sub tab of the Tools | Manage eApplications | Unmatched tab in the A&T v3 client. You
can then manually select a transfer group for this student to be added to.

m If v4 is selected then the matched One student is automatically linked to the incoming
transfer group and no manual intervention is needed.

For more information on setting Define Version of Online Applications Import to use, see
Defining the Online Application Import Version to Use on page 256.

Matching Rules

When an incoming student is matched - either automatically or manually - the following rules
apply:

m If the Student Basic Details match and there is an incoming current school, but no

current school listed in One: The One student’s school history is not updated with the
incoming information and a warning message is displayed.

= [If the Student Basic Details match but the incoming current school does not match the
current school in One: The One student’s school history is not updated with the incoming
information and a warning message is displayed.
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m If some of the Student Basic Details don't match exactly: One displays a dialog asking if
you wish to continue with the match. If you do, the existing One details are not overwritten by
the incoming details.

When a match is confirmed, the One student is added to the transfer group if they are not
already a member of it.

Matching Incoming Unmatched Students
Select Process | Incoming Students | Unmatched to display the Unmatched page.

Select a transfer group from the left-hand panel to display a list of all the unmatched incoming
students in that transfer group.

One Home Students Process Bases Reports Administration Welcome SYSADMIN | OpenMewTab | Help | Logout
Transfer Groups  Import Catchments Incoming Applications Removed In-Year Applications Appeals Transport Bulk Assessment
# Incoming Students ¥ Incoming Students - Transfer Group ~
/ Edit |83 More op  d=k Print
Show Active Only MTG-
+ Add new transfer group 81 Transfer Groups
N Unmatched Matched with Conflicts Matched
Code and Description Year NCY
3 Unmatched students & Refresh || = | Wide View
IIN - Normal Round STATS 2019 7
= - [
All Name NCY Date of Birth Gender Post Code Current School Applicant Name Status of Application
MTG - Transfer Group 2019 0
Example, Anne 0 13/06/2014 Female MK44 Abbey Middle School John User1? Resubmitted

Select the student you wish to match and then click the Match button to display the Possible
Matches dialog. This dialog displays a list of all students in the transfer group where the
Surname, Transfer Group, Date of Birth, or the first three characters of the Postcode match
the incoming student's.

':' Possible Matches for: Sheppard | 10/05/2010 | Male | AT10 a
9 Einstein Blvd, , AT10
|ShenDard |
10/05/2010 E |AT1 | Correspondence 2 Active Students onky
|rrw ~2018 - In Year Transfers 2018/19 | Q
More Options Clear Search
Name Chosen Forename Chosen Surname NCY Student Id Current School Postcode Address
NOTE: Click the View Application hyperlink to view a printable summary of the student's online
application details, including a submission history showing the date and Status of Application of each
change.

If the student you wish to match to is not displayed in the list, enter search criteria for that
student and then click the Search button. A list of students who match your search criteria is
displayed.
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':' Possible Matches for: Sheppard | 10/05/2010 | Male | AT10
9 Einstein Blvd, , AT10
|ShenDard |
10/05/2010 & | | 2 Active Students only

I |«

More Options

Name Chosen Forename Chosen Surname NCY  Student Id Current School
Sheppard, Sheppard 4 Leagrave Junior School

M | 10/05/2010

Select the student that you wish to match to and then click the Match button. A confirmation
dialog is displayed.

Click the Yes button to match the students.

Adding New Unmatched Students Manually
Select Process | Incoming Students | Unmatched to display the Unmatched page.

Select a transfer group from the left-hand panel to display a list of all the unmatched incoming
students in that transfer group.

One Home Students Process Bases Reports Administration Welcome SYSADMIN | OpenMewTab | Help | Logout
Transfer Groups  Import Catchments Incoming Applications Removed In-Year Applications Appeals Transport Bulk Assessment
# Incoming Students # Incoming Students - Transfer Group ~
/ Edit |E&) More op  d=k Print
Show Active Only MTG-
&+ ,
v group fe . "
Add new transfer grou 81 Transfer Groups‘ Unmatched el e Matched
Code and Description Year  NCY
3 Unmatched students i Refresh || &= | Wide View
IIN - Normal Round STATS 2019 7 (L
1 All Name NCY Date of Birth Gender Post Code Current School Applicant Name Status of application
MTG - Transfer Group 2019 0
Example, Anne 0D 13/06/2014 Female MK44 Abbey Middle School John User1? Resubmitted

Select the incoming student(s) that you wish to add as a new student and click the Add New
hyperlink. A confirmation dialog is displayed.

Click the Yes button to create a new record in the One database for each selected student. The
newly created student is added to the selected transfer group, a UID is generated for them and
the browse is refreshed with the selected student removed.

After Creating a New Student

After a new student is created from the Unmatched tab, One performs a series of checks based
on the information provided by the applicant:

= One checks the Bases table to locate the current and receiver schools that were selected
from the National Database list. If there is no matching base then a new base record is added
to One with the following details seeded from the National Database:

o BASES.BASE_NAME (truncated to 50 characters if too long).
o BASES.GENDER (if recorded).

o« BASES.LEA_NO.

« BASES.DES_NO.
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If a student’s current school was not selected from the National Database list
but was free-typed then a new base record is not created. The name of the
school is displayed in the Application Current School field in the student’s
Application Details tab.

m [f a student’s current school was not selected from the National Database list, a school
history record is not created.

m [If a student's current school is a feeder school for the transfer group then a school history
record is created for the selected base. The Application Start Date is taken as the Start
Date.

m [f the student's current base is not a feeder school for the transfer group then:

If the student is an overseas student, a school history record is created for the A&T
Overseas School (this school is created if it is not already listed as a feeder for the transfer

group).

If the student is from outside the county, a school history record is created for the A&T Out
of County School (this school is created if it is not already listed as a feeder for the transfer

group).

m One checks to see if the receiver school is already a receiver school in the transfer group
(RECEIVER_BASES). If not, then:

If the transfer group selected is not using the Offer Scheme then the selected receiver
base is added to the Transfer Group Receiver Base list.

If the transfer group selected is using the Offer Scheme then a new sub group is created
for the selected transfer group in TG_SUBGROUP. The new sub group name is Online
Added School n, where n relates to the sequential number of online sub groups added for
this transfer group. The number increments by 1 each time such a sub group is added for
this transfer group. The National Database school is added to the new sub group as a
receiver for that sub group.

Discarding Incoming Unmatched Students
1. Select Process | Incoming Students | Unmatched to display the Unmatched page.

2. Select a transfer group from the left-hand panel to display a list of all the unmatched incoming
students in that transfer group.

One Home Students Process Bases Reports Administration Welcome SYSADMIN | OpenNewTab | Help | Logout
Transfer Groups  Import Catchments Incoming Applications Removed In-Year Applications Appeals Transport Bulk Assessment
# Incoming Students # Incoming Students - Transfer Group
" EdIL &) More op  deb Print
Show Active Only MTG-
'i'Add new transfer group 81 Transfer Groups
" Unmatched Matched with Conflicts Matched
Code and Description Year NCY
3 Unmatched students f& Refresh || =] |Wide View
1IN - Normal Round STATS 2019 7 |1
1 All Name NCY Date of Birth Gender Post Code Current School Applicant Name Status of ﬁpplicatinn
MTG - Transfer Group 2019 o
Example, Anne 0 13/06/2014 Female MK44 Abbey Middle School John Userl? Resubmitted

3. Select the incoming student(s) that you wish to discard and then click the Discard hyperlink. A
confirmation dialog is displayed.

4. Click the Yes button to discard the selected student.

NOTE: Discarded student records are not deleted from the database, but no further actions (e.g. an
application import) can be carried out.
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Resolving Incoming Student Address Conflicts

If there are address conflicts within an incoming application, either for a student, their sibling or
the applicant, then the student’s name is displayed on the Process | Incoming Students |
Matched with Conflicts tab.

Select Process | Incoming Students | Matched with Conflicts to display the Matched with
Conflicts tab.

Select a transfer group from the left-hand panel to view a list of all incoming students in that
transfer group that have been matched with conflicts.

NOTE: If required, you can use the View Application hyperlinks to view a printable summary of the
online application details, including a submission history showing the date and the Status of
Application of each change.

One Home Students Process Bases Reports Administration Welcome SYSADMIN | Open MewTab |
Transfer Groups  Import Catchments Incoming Applications Removed In-Year Applications Appeals
4 Incoming Studets # Incoming Students - | ser-
Show Active Only
_ L E B Matched with Conflicts Matched
“* Add new transfer aroup 81 Transfer Groups 1 Matched With Conflicts Students
ear -
Jame Status of Application
IIN - Normal Round STATS 2019 7

= Rohit -1 06/05/2015 Male MK42 Userll Resubmitted

Click the name of a student to view the Manage Data Conflicts screen. This screen has three
tabs: Student Address, Applicant Address and Sibling Address. Address tabs with conflicts
are highlighted in red.

Sl s == Ae 0l Applicant Address (1) | Sibling Address {1}

Conflicting Items
¥ Address

Incoming Address Existing Address

Flat

Bulding Number

Building Name | Insert | |

Street Name

Town

County | | |

Postcode | Mic#4 2R | [Mis4 20R

UPRN | | |

|
|
|
|
District / Village [ Thurleigh | [Thurieigh |
|
|
|
|

Type | Home Address | v | | Type

Correspondence address ] v
Accept [ ] Discard []
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Student Address (1) RSl s=-Ra00 Sibling Address (1}

Conflicting Items

Applicant: Mr Appl Appl

Address
One Record No gtz value present in One
Incoming Record

Accept Discard

Insert, Insert, 2, Vicarage Green, Thurleigh, Bedford, MK44 2DR ] ]

Student Address (1) | Applicant Address (1) ReTRRNEN RN EY)

Conflicting Items

Sibling ‘ Sibling Sibling - Pref 1 : TG3Basel

Address
One Record Mo gatz value presant in One
Incoming Record

Accept Discard

Insert, Insert, 24, Insert Vicarage Gresn, Thurleigh, Bedford, MK44 ] ]
2DR
Corresp. [_| Type: | Home Address

Managing the A&T Process

4. Select the tab that you wish to resolve conflicts for to display the Conflicting Items screen. This
screen displays the existing One student, application or sibling address (as applicable) and the

5.

corresponding address given in the incoming student's record.

NOTE: You can use the drop-down menu at the top of the Sibling Address tab to switch between the

addresses of different siblings.

If you wish to accept the incoming address:

a. Select the Accept check box to display the Address Manager dialog.

k= Add 3 new address

Q Address Manager (X}
Incoming Record 20, Vicarage Road, , MK44 |
[tk W Search |

Street Address

+ |VICARAGE GREEN, » ME44 UK

b. Use the Address Manager dialog to either:

» Add the incoming address as a new address. For more information on this process, see
Adding an Address to the Address Catalogue on page 235. The Address Manager dialog

closes after the address has been added.

« Select the address from One's list of existing addresses. To search One's address list,
enter search criteria into the bar at the top of the dialog and then click the Search button

to select the address and close the dialog.

c. If the address is to be used as a correspondence address, select the Corresp. check box.

d. Select the address Type from the drop-down menu.

A&T Back Office Handbook Handbook



Managing the A&T Process

NOTE: The Corresp. and Type fields are not available on the Applicant Address tab.

If you wish to discard the incoming address, select the Discard check box.
Click the Apply button. A summary dialog is displayed.
Click the Continue button to save your changes.

Viewing Incoming Matched Students
Select Process | Incoming Students | Matched to display the Matched tab.

Select the transfer group that you wish to view from the left-hand panel.

One Home Students Process Bases Reparts Administration
Transfer Groups  Import Catchments Incoming Applications Removed In-Year Applications Appeals
& Incoming Students Incoming Students - In Year Transfers
b 4 INY-
Show Active Only 20 18/1 9
'E'Add new transfer group & Transfer Groups LI e e Matched
Code and Description Year NCY &= | Wide View
INY - In Year Transfers 2018/19 2020 Search for matched students optionally by Name and/or Application Submitted Date range
INY - In Year Transfers 2018/19 2018 From | |ﬁ T | |ﬁ
| | Clear Search ||
0 Matched Students
Name NCY Date of Birth Gender PostCode Current School Applicant Name

Optionally, use the search fields to filter your search. You can enter application dates into the
From and End fields, and a name into the Student Name field.

Click the Search button to view a list of matched incoming students that meet your search
criteria.

NOTE: To view a summary of a particular student's application, click the View Application hyperlink.

For online applications, the View Application dialog shows the details entered by the applicant rather
than the details of the matched student. For example, if an applicant entered “Billy Smith” as a student
name, and that student was then matched to a One record with the name “William-Smith Jones”, then
the student would show as William Smith-Jones in the Matched tab but Billy Smith in the View
Application dialog.

Managing Multiple Applications

The Process | Incoming Applications | Multiple Applications tab enables you to manage
those students who have multiple applications. For example, a student could have multiple
online applications, or a paper application recorded in A&T Back Office and an online
application. Each student can only have one application for a given transfer group.

The quickest way to process duplicate applications is to mark one of the applications as inactive.
Students are no longer included in the list on the Multiple Applications tab when they have
only one active application.

Alternatively, you can use the Mark as ‘not requiring import’ feature to stop One from
importing an application without deleting it. Applications that are marked as inactive are
removed from the Multiple Applications tab, but are still viewable by the applicant in the
Citizen Portal.

Applications in One are governed by the following rules:
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m A student can only ever have one A&T Back Office application per transfer group.

m For e-Applications, the whole application can be made inactive. For Back Office applications,
only application preferences — rather than the whole application - can be made inactive.

= Only matched students (either manually matched or automatched) are displayed on the
Multiple Applications tab.

m Only submitted applications are displayed on the Multiple Applications tab.

Viewing the Multiple Application Summary

1. Select Process | Incoming Applications | Multiple Applications to display the Multiple
Applications tab.

2. Select a transfer group from the left-hand panel to view a list of students in that transfer group
who have more than one active application.

3/ Incoming Applications - TG for Multiple Application | war- / Edit &3 More opt & Print

Multiple Applications Exceptions Response Messages
{& Refresh || &= | Wide View

Filter list of students by Name and Application Date

From | |ﬁ To | |ﬁ
| |

4 Students with Multiple Applications

15297, Student01 NCY: 5  Date Of Birth: Gender: Male Postcode: MK42 Current School: Carlton Lower School
05/05/2004

3. Optionally, filter the list using the fields at the top of the tab. You can add application dates into
the From and To fields and a name into the Student Name field.

4. Click the arrow next to a student's name to view an overview of their applications.

15297, Student01 NCY: 5 Date Of Birth: Gender: Male Postcode: MK42 current School: Carlton Lower School
05,/05/2004
2 Applications
Applicant Name Email Phone  Application Date 1st Preference Online Application?
O ANTBase01 No - Mot Imported  View Application
O3 | Testa Test test@testmail.com 28/04/2014 ANTBase08 Yes - Mot Imported  View Application Set application to ‘not requiring
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Viewing Full Application Details

Select the multiple applications summary for a particular student. For more information on this
process, see Viewing the Multiple Application Summary on page 125.

Click an application’s View Application hyperlink to display the Application Details dialog.

31' Application Details for Student01, 15297 a

Full Application Details {open in this tab or a newtab)

Application Additional Details

Transfer Group: MAT2015 Application Ref: 820-2015-
UID: 820

Registered School: Carlton Lower School
Admission Address: 15 Ampthill 0 . MK42 Choose a different Address Application Verified: Mo Verify

Preferences (1) # Edit
Receiver Offer Status

ANTBase01

0 sibling | Late: No | Dist: Offer View Reasons

Applicant Details

If required, click the open this tab or a new tab hyperlinks next to Full Application Details to
either stay in the present tab or open a new tab to display the application in the Students |
Applications | Application Details page.

Comparing Applications Side-by-Side

The Compare Applications Details dialog enables you to view two applications side-by-side.
This can be useful if a citizen has made an updated application since their first application was
imported, giving you a clear view of what has changed in the new application.

Select the multiple applications summary for a particular student. For more information on this
process, see Viewing the Multiple Application Summary on page 125.

Use the check boxes to select the applications you wish to compare and then click the Compare
Applications Details button to display the Compare Application Details dialog. The details of
the two applications are displays in adjacent columns.

Compare Applications Details [x]
Application for Student01 15297 05 May 2004 - TG for Multiple Application
Online application submitted on 28 April 2014 Back office application
Set application to 'not requiring import’ Open full back office Application details (in new tab)
Applicant Details
Child Details
Preferred Schools Set preferences to 'not requiring import’
Preference School Rank 1
Name of School ANTBase08 ANTBase01
Import Now
School Address Flat Name, 6 Duckmill , Bedford, MKk42 Flat Name, 6 Duckmill , Bedford, MK42
Reasons for this Preference Applicant's LA

NOTE: You can view full details of back office applications by clicking the Open full back office
Application details hyperlink. This hyperlink opens a new tab displaying the application in the Students
| Applications | Application Details page.
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Updating Back Office Applications from Incoming Online
Applications

1. Open the back office application and the application you wish to copy from in the Compare
Applications Details dialog. For more information on comparing applications, see Comparing
Applications Side-by-Side on page 126.

Compare Applications Details (x]
Application for Student01 15297 05 May 2004 - TG for Multiple Application

Online application submitted on 28 April 2014 Back office application
Set application to 'not requiring import' 0Open full back office Application details (in new tab)
Applicant Details
o
Parental responsibility WV Yes No
Child Details
Preferred Schools Set preferences to 'not requiring import'

=il Wl Copy online data to back office

2. Use the check boxes to select the data items you wish to copy and then click the Copy online
data to back office button. The data from the online application is copied to the back office
application, overwriting any data items that already exist in the copied field for the back office
application, and the Application History and Preference History are updated accordingly.

The following information can be imported via the Compare Applications Details screen:
e Applicant Details
¢ Moving Details
* In Year Details
¢ Additional Application Details

« Preference Reasons — this can only be done if the preference order of the two applications
is the same.

3. Ifrequired, import preferences from the online application to the back office application:

b. Open the Preferred Schools section to view a list of preferences for both applications.

Compare Applications Details

Application for Student01 15297 05 May 2004 - TG for Multiple Application

Online application submitted on 28 April 2014 Back office application
Set application to 'not requiring import’ Open full back office Application details (in new tab)
Preferred Schools Set preferences to 'not requiring import'
Preference School Rank 1
Name of School ANTBase038 ANTBase01
Import Now
School Address Fat Name, & Duckmill , Bedford, MK42 Fat Mame, & Duckmill Bedford, MK42
Reasons for this Preference Applicant's LA

[l Copy online data to back office

c. Click the Import Now hyperlink underneath the school name of the preference you wish to
import. A confirmation dialog is displayed.

d. Click the Yes button to import the selected preference. The new preference is marked as
imported to ensure that it is not imported again.
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One uses the following rules when importing preferences:

m [f there is already an active back office parental preference for the same student, transfer
group and school as the selected online preference, and the number of the back office
preference is less than the transfer group’s System Generated Preferences Starting
Number, then you are prevented from importing the online preference.

m If there is already an active back office parental preference for the same student, transfer
group and school as the selected online preference, and the number of the back office
preference is greater than or equal to the transfer group’s System Generated Preferences
Starting Number, then the back office preference is updated with the online preference's
details.

Any LA reasons associated with the system-generated preference are preserved, but
applicant reasons and memo text are imported from the online preference.

m [f there is already an active back office preference with the same preference number as the
online preference, One displays a warning dialog asking if you want to import the online
preference and assign the next available preference number (one more than the highest
current back office parental preference) to it.

Importing a Whole Online Application

In certain circumstances, you can use the Import Now function to overwrite an entire back office
application with an equivalent online application. To do so, select the relevant transfer group
from the Multiple Applications page and click the Import Now hyperlink for the online
application you wish to import.

4th Preference Online Application?

Waters Edge Pimary School (pdmt) Yes - Not Imported Wiew Application Import Now

Raynsford Primary School (p4f) “fes - Not Imported Wiew Application Set application to ‘not requiring import'  Preferences Mot Requiring Import Import Now

The Import Now function is only available if either of the following conditions are true:
m There are no active parental preferences associated with the back office application.

m There are only system-generated active preferences for the back office application where the
preference number is equal to or greater than the transfer group’s System-Generated
Preferences Starting Number.

In this scenario, the back office preference is updated with the online preference's details,
including updating the preference number to a parental preference number. LA reasons
associated with the system-generated preference are preserved, but applicant reasons and
memo text are imported?

NOTE: The Application History and Preference History are updated accordingly after the Import Now
function is run.

Setting Preferences and Applications as ‘Not Requiring
Import’

Marking an online application or preference as not requiring import enables you to indicate that
you have dealt with that particular application or preference. For example, you might choose to
update the back office application or preference manually instead of importing the online details
in order to preserve processing work that has already been done on the back office application.

Applications or preferences marked as not requiring import are ignored by the scheduled import
task, but can still be viewed by citizens via the Citizen Portal.
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Setting a Whole Application as ‘Not Requiring Import’

Select the multiple applications summary for a particular student. For more information on this
process, see Viewing the Multiple Application Summary on page 125.

Click the Set application to ‘not requiring import’ hyperlink for the application you wish to
mark. A confirmation dialog is displayed

The hyperlink is located at the far right of the screen, so you may need to scroll right or set the
screen to wide view to see it.

4th Preference Online Application?
\Waters Edge Pimary School (pd4mt) Ves - Mot Imported View Application Set application to 'not requiring import' | Preferences Mot Requiring Import
Raynsford Primary School (p4f) ‘fes - Not Imported View Application Set application to 'not requiring import’ | Preferences Not Requiring Import

Click the Yes button to set the application as not requiring import. The application is removed
from the Multiple Applications page, although applicants can still view it in the Citizen Portal.

Setting Individual Preferences as ‘Not Requiring Import’

Select the multiple applications summary for a particular student. For more information on this
process, see Viewing the Multiple Application Summary on page 7125.

Click an application’s Preferences Not Requiring Import hyperlink to display the Select
preference(s) to mark as ‘not requiring import’ dialog.

The hyperlink is located at the far right of the screen, so you may need to scroll right or set the
screen to wide view to see it.

4th Preference Online Application?
Waters Edge Pimary School (pdmt) Yes - Not Imported View Application Set application to 'not requiring import’ | Preferences Mot Requiring Import
Raynsford Primary Schocl (p4t) ‘fes - Mot Imported View Application Set application to ‘not requiring import' | Preferences Mot Requiring Import
Select preference(s) to mark as "'not requiring import' [x]
Base Name Address Not Requiring Import
ANTBase0s Flat Name, 6 Duckmill Lane, Bedford, MK42 0AL |:|
LEA No: 820 School Mo: 0018

Use the check boxes to select the preferences you wish to mark as not requiring import, then
click the Save button to mark the preferences and close the dialog.

Applications that no longer have any preferences that require import are not displayed on the
Multiple Applications page.

Setting Back Office Preferences as Inactive

You can use the Multiple Applications screen to make specific preferences in a back office
application inactive. This can be useful when comparing the back office application to a more
recent online application, enabling you to make preferences that are no longer required inactive
before importing the current set of preferences.

Open the back office application and the application whose preferences you wish to make
inactive in the Compare Applications Details dialog. For more information on comparing
applications, see Comparing Applications Side-by-Side on page 126.

Scroll down to the Preferred Schools section and click the Set Preferences Inactive hyperlink
to display the Inactive Preference Details dialog
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Q Inactive Preference Details a

1. Please enter the information below to set a preference record as inactive. This process cannot be undone
once the details have been saved.

ANTBaseD8
0 sibling | Late: Mo | Dist:

Mot Processed

=

s

Use the check boxes to select the preferences that you want to make inactive.
Enter a date into the Inactive Date field. This is the date that the preference became inactive.

Optionally, select the reason that the preference was made inactive from the Inactive Reason
drop-down menu.

Click the Save button. A confirmation message is displayed.

Click the Yes button to make the selected preferences inactive and delete any associated
banding information.

Making Duplicate Applications Inactive

Select the multiple applications summary for a particular student. For more information on this
process, see Viewing the Multiple Application Summary on page 125.

Multiple Applications Exceptions Response Messages
| 2 Refresh || &
Filter list of students by Name and Application Date
From | DO/MM/YVYYY |ﬁ To | DO/MMYYYY |ﬁ
Sfudent Name |
Clear Flters
4 Students with Multiple Applications
¥ 15297, Student02 NCY: 5 Date Of Birth: Gender: Male Postcode: MK429JH  Current
06/01/2004
2 Applications
Applicant Name Email Phone Application Date 1st Preference Online Application?
|T| ANTBase02 Mo - Not Imported View Application
|T| Testl Testl test@testmail.com 28/04/2014 ANTBase7 Yes-NotImported  View Application

Compare Applications Details Make Selected Applications Inact'n.-'e

If required, click the memo button to enter a memo about decisions taken. For more information
on recording memos, see Recording Memos on page 264.

Use the check boxes to selects the application(s) that you wish to make inactive and then click
the Make Selected Applications Inactive button. A confirmation dialog is displayed.

Click the Yes button. At this point, Online applications are made inactive, while Back Office
applications have all their preferences marked as inactive.

Repeat this step until the student only has one active application. The student’s name will
disappear from the Multiple Applications tab at this point.
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Repeat steps 3, 4 and 5 until there are no students remaining on the Multiple Applications tab.

NOTE: When an application is made inactive, its Inactive Preference Reason is set to Multiple
Application Review. All applications that are made inactive are logged in the Preference History.

You cannot make an application with an offered or allocated preference inactive. If you attempt to make
such an application inactive, One displays an error message.

Managing Incoming Applications That Have
Exceptions

One generates exceptions if an incoming matched application contains data that does not tally
with data held in the One database. The Process | Incoming Applications | Exception tab
displays a list of students who have exception messages, enabling you to see if there are any
differences that need to be reconciled between the incoming data and the existing One data.

Viewing Incoming Applications That Have Exceptions
Select Process | Incoming Applications | Exceptions to view the Exceptions tab.

3/ Incoming Applications - PenTestGroup2 | 4ss- / Edit g More opt & Print

Multiple Applications Exceptions Response Messages

&= [Wide View [dy Export
| | | | | | Clear Search ||

Select a transfer group from the panel on the left-hand side.

Optionally, use the filters to narrow your search. You can enter a Student Name, Exception
Message and Import Date.

Click the Search button to view a list of students who match your search criteria and who have
exception messages.

2 Students with Exceptions
Clan

] 3, Child NCY: -1  Date Of Birth: Gender: Male Postcode:
14/08/2014

Exception Message

Applicant address does not match student address - applicant address is not found in EMS - address in suspense

Click the arrow next to a particular student to view details of the exceptions that were generated
for that student.

Deleting a Student's Exceptions
Select Process | Incoming Applications | Exceptions to view the Exceptions tab.

3/ Incoming Applications - PenTestGroup2 | 4ss- / Edit g3 More opt & Print

Multiple Applications Exceptions Response Messages

&= [Wide View [dy Export

| | | | | Clear Search ||
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Select a transfer group from the panel on the left-hand side.

Optionally, use the filters to narrow your search. You can enter a Student Name, Exception
Message and Import Date.

Click the Search button to view a list of students who match your search criteria and who have
exception messages.

2 Students with Exceptions

7 an

L 3, Child NCY: -1  Date Of Birth: Gender: Male Postcode:
14/08/2014

Exception Message

Applicant address does not match student address - applicant address is not found in EMS - address in suspense

Use the check boxes to select the students whose exceptions you wish to delete.
Alternatively, select the All check box to select all students.

Click the Delete Listed Exceptions against selected Students button to delete all exceptions
for the selected students.

Viewing Application Response Messages

The Process | Incoming Applications | Response Messages tab displays the parent/carer
responses that have been entered online and imported according to the schedule set in
Administration | Online Parameters | Schedule and Log Import of Online Applications.

If the current offer status for a preference is either A (Accepted), Y (Allocated), O (Offered) or P
(Provisional), and an online applicant rejects that offer, then A&T Back Office preserves the
existing offer status when online responses are imported. This process ensures that the offer of
a place for the child is not removed automatically, enabling the Admissions Officer to review the
case manually instead.

Select Process | Incoming Applications | Response Messages to display the Response
Messages page.

Multiple Applications Exceptions Response Messages

&= | Wide View
First Previous Next Last
| | Clear Search || b
Select a transfer group from the list to display a list of response messages for that group.
Multiple Applications Exceptions Response Messages
=1 |Wide View
First Previous Next Last
| | Clear Search || -
2 Response Messages
Process Type: AT_IMPORT TG: PenTestGroup3 Student Name: 4, CHILD Student Id: Rank: 1 LA: 933 29/09/2018
Response: Support Text: Error No: Procedure Name: sp_import_appl_pref_pcresponse
School No: 3105 Base: Abbas and Templecombe Church of England Primary Sc
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NOTE: To filter the list to show only those transfer groups that are still active, select the Show Active
Only check box.

3. Optionally, select a response to view its exception messages (including any relevant Oracle
messages).

¥ Process Type: AT_IMPORT TG: PenTestGroup? Student Name: 4, CHILD Student Id: Rank: 3 LA: 873 29/09/2018
Response: Support Text: Error No: Procedure Name: sp_import_appl_pref_pcresponse
School No: 2450 Base: Abbey Meadows Primary School

Exception Message

Application message: No response received online

Oracle message:

NOTE: You can also view response messages in the Application Status/Error Log, which lists all files
(applications and parent/carer responses) that have been imported.

Running a Bulk Transport Assessment

The Process | Transport Bulk Assessment hyperlink opens the Bulk Assessment area of
One Transport v4 in a new tab. The Bulk Assessment area of One Transport enables you to
carry out transport assessments for one or more transfer groups.

The Process | Transport Bulk Assessment hyperlink is displayed only if the following
conditions are met:

m The LA has a One Transport v4 licence.
m You have at least write permission to the bulk assessment process of One Transport.
® You have correctly configured a URL for One Transport in the CCS Config Tool.

NOTE: For more information on using the Bulk Assessment area of One Transport see the Performing
Assessments help topic of the Transport Back Office Handbook, available from the One Publications

website.
Single passenger Multiple passengers Bulk transfer

Perform assessments Approve applications Allocate joumeys Issue fickets
Perform assessments for Admissions with preferences - Accepted - in | admissions transfer group ax sub-group ax
Schools All schools ax
Use this criteria for the destination Mearest site - and this criteria for the alternafives Mearest site -
Assessments will run from 16/05/2019  (or take start date from school) [] and willend on dd/mm/fyyyy
Create new assessments where none exist for the above date range but don't alter existing assessments -

[ clear | preview ]
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Initialise Preferences Routine (Northern Ireland Only)

Permissions for the Initialise Preferences routine are granted in the v4 Client via Tools |
Permissions | Main Business Process — Admissions Offers and Ranks.

Main Business

Admissions Offers and Ranks -
Processes

Yy

%,

Name: Read Read-Write: Read-Write-Delete Deny
Admissions Offers and Ran...

HHHHHHH 1

Allocate Afternative Places

Final Allocations

Initialise Preferences

Wake and Resolve Offers

Offers Statuses

Publigh Cffer Information Online
Ranks

Reset Allocations

This routine sets the Offer Status of the first preference on each application to ‘P’ (Pending).
It should be run after:

m The application closing date has passed

m All applications have been imported

= Any conflicts/matching issued have been resolved.

It should be run before:

m The Prevent OAA Ranking Online flag is unchecked (allowing school users to respond to
applications).

Setting Preferences to P

After all applications have been imported, the Initialise Preferences routine is run.

To run the routine:

In v4 Online, select A&T Back Office | Process | Transfer Groups | Students tab.

¥ Set 1st Preference to Pending Status Hide

OEE

‘ «” Ready to initialise offer status cl

To initialise preferences, click the Set 1st Preference to Pending button,

Set 1st Preference to Pending |

Click the Set 1%t Preference to Pending button. This will set all 15t preferences to ‘P’ and make
them visible to the relevant schools via the Schools Admissions Portal.

The Set 15t Preference to Pending button is greyed out if any of the following rules apply:
m The user does not have permission to run the routine

m There are no preferences attached to the transfer group
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m Offer statuses are already pending

m Offer statuses indicate schools are already responding to applications. This process cannot
be used after offer statuses have been updated.
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07 | Making Offers

This section covers the offer process itself.

Offer Process Overview

The A&T offer process is split into four phases, each with its own sub-processes. Some of these
sub-processes are only run once for each transfer within an offer round, which others may need
to be run multiple times.

IMPORTANT NOTE: The A&T offer processes involve complex operations and should be selected with
care, as some changes are permanent. A confirmation message is displayed whenever One is about to
make a permanent change.

The phases of the A&T offer process are:
m Student Selection: Used to bulk-populate transfer groups with students.

For Normal Phased transfer groups, this process selects all students in the transfer group's
Student NCY that are registered at one of the transfer group's feeders. For more information
on running Student Selection within a Normal Phased transfer group, see Adding Students
to a Phased Transfer Group on page 84.

For In Year transfer groups, this process selects:

Home LA students on a waiting list in selected Normal Phased transfer groups from the
previous academic year.

Any students with incomplete, outstanding applications from the previous year’s In Year
transfer groups.

For more information on running Student Selection within an In Year transfer group, see
Adding Feeder Transfer Groups and Students on page 777.

m Pre-Offer Processing: Used to create system generated preferences on the students within
a transfer group, and to copy applicant reasons to Local Authority reasons either in bulk or
individually.

System generated preferences give an indication of the bases to which a particular students
is likely to apply, and can be used to inform applicants of their children’s linked receiver or
catchment schools before they make an application.

Pre-Offer Processing comprises the following sub-processes:

Feeder Receiver: Generates preference records by referring to the current registered
base of each student and then creating a preference for that school’s receiver base in
Bases | Linked Bases. For more information on running the Feeder Receiver process,
see Running the Feeder Receiver Process on page 739.

Catchments and Distances: Generates preference records for the schools within whose
catchment area each student resides. For more information on running the Catchments
and Distances processes, see Running the Catchments and Distances Processes on page
140.

Copy Applicant Reasons: copies the preferences reasons given by applicants into the
LA Reasons fields. For more information on running the Copy Applicant Reasons
processes, see Running the Copy Applicant Reasons Process on page 152.
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m Offers Processing: Used to place children fairly, and according to oversubscription criteria,
in their highest possible preference school. Offers Processing comprises the following sub-
processes:

Make Offers: The first stage in the offers process. Applicants to receivers within the home
local authority are sorted by each sub group's oversubscription criteria and then
associated to receivers. Offers are then made to those students within each receiver's
Published Admissions Number.

The Make Offers process differs depending on whether it is run for a Normal Phased or In
Year transfer group, and whether banding is in use in the transfer group.

For more information on running the Make Offers process, see Running the Make Offers
Routine on page 153.

Resolve Offers: This process aims to ensure that all students have an allocated (or
provisionally allocated) place at one of their preference receivers (although this is not
always possible). One sets the lower-ranked preferences of any students with multiple
offers to Q (No Longer Required), leaving those students with only their highest-ranked
preference. This action frees up places at their lower-ranked receivers, which can then be
offered to other students.

Resolve Offers also takes into account Other Coordinating Local Authority receivers. As
such, the process may need to be run several times as ALT files are imported and
exported during the offer process. Eventually, a "steady state" is reached, where all
applicants are assigned to their highest possible preference.

For more information on running the Resolve Offers process, see Running the Resolve
Offers Process on page 166.

Final Allocations: This process deals with any remaining provisional offers and checks
that each Home Local Authority student has at least one preference with a status of Y
(Allocated). Any students who cannot be allocated are assigned to the No Offer base with
a status of O (Offer). These students must then be placed manually.

For more information on running the Final Allocation routine, see Running the Final
Allocations Routine on page 180.

Publish Offer Information Online: This process feeds offer status information to all
automatic offer emails and users of the A&T Online public facing software. It can only be
run once for each transfer group, and must be run no later than the day before the
Publicise date.

For more information on running the Publish Offer Information Online routine, see
Publishing Offer Information Online on page 7194.

m Post Offer Processing: This section of the Process | Transfer Groups | Students tab page
is enabled when all the offer processes have been completed (except for Northern Ireland
EANIs, who have access to the Post Offer Processing section at all times). It contains the
Final Transfer process, which enables you to update the school history of the students if your
Local Authority is not using the B2B Students or XML Data Exchange functions to update
your One School History information from SIMS.

For more information on running the Final Transfer process, see Running the Final Transfer
Process on page 195.

NOTE: The Pre-Process and Process controls are disabled while the bulk process routines are being
run, as it is very important that another user does not start another routine of the same type during this
time. You can manually unlock routines if required, although you should exercise extreme caution when
doing so. For more information on unlocking bulk routines, see Unlocking Routines on page 241.
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Running the Feeder Receiver Process

The Feeder Receiver process creates a system-generated preference (as opposed to a parental
preference) for the linked receiver to each student's current (feeder) school. This function helps
with planning, as it gives an indication of which school the student is likely to apply to.

The following conditions must be met before the Feeder Receiver process is run:

m Feeders and receivers must be linked (via Bases | All Bases | Linked Bases). For more
information on linking feeders and receivers, see Link Receivers to a Base on page 226.

m The Use Feeder Link check box must be selected in the sub group details panel. For more
information on configuring sub group details, see Editing Sub Group Details on page 86.

To run the Feeder Receiver process:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Students tab is open and the Feeder Receiver radio button is selected in the
Pre-Offer Processing section.

Students Tests In Year E-App Settings | Sub Groups (14) | Coordinating LAs Feeders
"= 1 student in this Transfer Group = |Wide View
(=) Feeder Receiver () Catchments & Distances () Copy Applicant Reasons
‘ Process ‘

Click the Process button. A system-generated preference for their current school's linked
receiver is added to all students in the transfer group.

The new preference takes the System Generated Preferences Starting No. (configured via
Transfer Group Details) as its preference number, unless the starting number has already
been allocated to a preference for this student in the active transfer group. If the starting number
is not available then the preference takes the next available number.

The Feeder Receiver process takes into account the gender of the student. If a linked receiver
has a single sex intake then One only creates a preference for students with the matching
gender.

System generated preferences created by this process have the Feeder Link LA reason
selected in Application Details | Preferences. If the student already had a preference recorded
for this base then a new preference is not created. However, the Feeder Link LA reason is
selected for the existing preference.
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Changes in Feeder

One compares each student's registered and feeder bases when the Feeder Receiver process
is run. If these bases do not match then the feeder base is overwritten with the current
registered base. If the current registered base is not a feeder for the transfer group then it is
added to the Tools | Module Administration | Transfer Groups | Choose Feeders list so that
you can add it as a feeder for the transfer group if necessary.

NOTE: If a student's registered base changes after the Student Selection process has been run, but
before allocation, then the registered base is updated. The feeder base is not automatically updated, in
order for the child to retain their position within the transfer group. However, the student’s new registered
base might not be a feeder for their current transfer group, resulting in an incorrect allocation. The
Update Feeder button on the Application Details screen enables you to correct this issue for individual
students.

Running the Catchments and Distances Processes

The Catchments & Distances processes calculate catchment school and home-preference
distance based on a student’s admissions or current address. These processes can be used to
create system generated preferences (as opposed to parental preferences) for each student,
based on that student's proximity to a particular school.

There are four Catchments & Distances processes:
m GIS Catchment: Creates preferences for students based on their geocoded address.
m Postcode Catchment: Creates preferences based on student postcode.

= GIS Routes & Distances: Bulk-calculates the routes and distances from home to school for
students, based on their geocoded address.

m Direct Distances: Creates preferences based on the direct distance (i.e. the distance "as the
crow files", rather than the Safe Walking Distance) between the student's address and the
base.

These processes can be used before applications have been recorded for a transfer group, in
order to give an indication of the schools that students are likely to apply to and to enable the LA
to inform applicants of catchment schools before they make their application.

The Catchments & Distances processes can also be run after applications have been recorded,
in order to verify that student addresses fall within the catchment area of their preference school.

All Catchments & Distances processes maintain an error log. To view this log in a pop-up
window, click the View Error / Status Log hyperlink. You can also export the error log to a
spreadsheet file by clicking the Export hyperlink.

Running the GIS Catchment Process

The GIS Catchment process calculates school and home--preference distance for students
based on their geocoded address. This process uses the easting and northing of either the
student's admissions or correspondence address, depending on whether the Use Admissions
Address check box is selected for the transfer group. If the process is run before applications
have been added then the current correspondence address is used, as an admissions address
will not yet have been added. Applications that have neither an admissions nor a current
address are not processed.
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The following conditions must be met in order to use the GIS Catchment process:

m Use Flag Catchment must be selected in Sub Group Details. For more information on
configuring sub group details, see Editing Sub Group Details on page 86.

m Use GIS must be selected for the transfer group. For more information on Use GIS, see
Adding Basic Details (Phased) on page 80.

To run the GIS Catchment process:

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80

2. Ensure that the Students tab is open and the Pre-Offer Processing section is open, then
select the Catchments & Distances radio button. Additional fields related to the Catchments &
Distances processes are displayed.

Students Tests In Year E-App Settings | Sub Groups (14) | Coordinating LAs Feeders
% 1 student in this Transfer Group :—‘ Wide View
(_) Feader Receiver \») Catchments & Distances () Copy Applicant Reasons

Automatically Generate System Preference(s) [
() GIS Catchment | GIS Routes & Distances

(_J) Postcode Catchment () Direct Distances

View Error / Status Log

3. Ifrequired, select the Automatically Generate System Preferences check box.

If this check box is selected, One creates a system-generated preference for each school that
the student's address is in catchment for.

If this check box is not selected, the process runs without creating any preferences. Running the
process without creating preferences can help you to validate whether or not a student's
address lies within the catchment area of their preference schools.

4. Select the GIS Catchment radio button to display the Select Sub Group browse.

(_) Feeder Receiver (#) Catchments & Distances () Copy Applicant Reasons
Automatically Generate System Preference(s) [_]
(=) GIS Catchment (_) GIS Routes & Distances
(_) Postcode Catchment () Direct Distances

View Error / Status Log

Ed
%

5. Click the Select Sub Group browse to display the Choose Sub Groups dialog.
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&' Choose Sub Groups a

Select the Sub Groups from the list of available Sub Groups below

Filter | Flag Catchment (O ves (O No () Both

[ select Al

Group Flag Catchment

[] out of County - Buckinghamshire Yes

[] Out of County - Cambridgeshire Yes

6. Select the sub groups that you wish to run the GIS Catchment process for. To run the process
for the entire transfer group, select the Select All check box.

7. Click the Select button to close the dialog and return to the Students tab. The Pre-Process
hyperlink and Process button are displayed.

() Fesder Receiver (») Catchments & Distances () Copy Applicant Reasons
Automatically Generate System Preference(s) [ |
(*) GIS Catchment () GIS Routes & Distances
() Postcode Catchment | Direct Distances

View Error / Status Log
Sub Groups  Edit

Out of County - Buckinghamshire
Out of County - Cambridgeshire

e |

8. If you wish to run the process without making any changes to the database (in order to validate
and correct any data errors before changes are made):

a. Click the Pre-Process hyperlink to display the Process Transfer Group dialog.
b. Select an option from the dialog:

Update all Preferences for the Application: Checks all students to determine whether
each student's address falls within the catchment area of their preferences.

Update Unprocessed Preferences only for the Application: Carries out the same
check as Update all Preferences for the Application, but is only run for students who
have a status of Not Processed.

c. Click the Pre-Process button to close the dialog and run the GIS Catchment process without
changing the database. The Error / Status log is updated with the outcome of the checks.

9. Once you have corrected any validation errors, run the GIS Catchment process:
a. Click the Process button to display the Process Transfer Group dialog.
b. Select an option from the dialog:

Update all Preferences for the Application: Checks all students to determine whether
each student's address falls within the catchment area of their preferences.

Update Unprocessed Preferences only for the Application: Carries out the same
check as Update all Preferences for the Application, but is only run for those students
who have a status of Not Processed.
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c. Click the Process button to close the dialog and run the GIS Catchment process. The Error
| Status log is updated as the process runs.

Running the Postcode Catchment Process

The Postcode Catchment process calculates school and home-preference distance for students
based on the student's postcode. This process uses either the student's admissions or
correspondence address, depending on whether the Use Admissions Address check box is
selected for the transfer group. If the process is run before applications have been added then
the current correspondence address is used, as an admissions address will not yet have been
added. Applications that have neither an admissions nor a current address are not processed.

The following conditions must be met in order to use the Postcode Catchment process:

m Use Flag Catchment must be selected in Sub Group Details. For more information on
configuring sub group details, see Editing Sub Group Details on page 86.

m Postcode catchments must be defined via the Bases | All Bases | Catchment tab. For more
information on defining postcode catchments, see Editing a Base's Postcode Catchment
Areas on page 224.

NOTE: Postcode Catchment is not normally used for transfer groups where Use GIS is selected (these
groups generally use the GIS Catchment process instead), but it can be used for these groups if
required.

To run the Postcode Catchment process:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Students tab is open and the Pre-Offer Processing section is open, then
select the Catchments & Distances radio button. Additional fields related to the Catchments &
Distances processes are displayed.

Students Tests In Year E-App Settings | Sub Groups (14) | Coordinating LAs Feeders
= 1 student in this Transfer Group &= | Wide View
() Feeder Receiver (=) Catchments & Distances (_) Copy Applicant Reasons
Automatically Generate System Preference(s) [
() GIS Catchment (_) GIS Routes & Distances
(_) Postcode Catchment (_) Direct Distances
View Error | Status Log

If required, select the Automatically Generate System Preference(s) check box.

If this check box is selected, One creates a system-generated preference for each school that
the student's address is in catchment for.

If this check box is not selected, the process runs without creating any preferences. Running the
process without creating preferences can help you to validate whether or not a student's
address lies within the catchment area of their preference schools.

Select the Postcode Catchment radio button. The Select Sub Group browse is displayed.
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(_) Feeder Receiver  (*) Catchments & Distances (_) Copy Applicant Reasons
Automatically Generate System Preference(s) [ |
() GIS Catchment I GIS Routes & Distances
(*) Postcode Catchment () Direct Distances

View Error { Status Log

NOTE: If the transfer group has Use GIS selected, you are asked to confirm that you wish to select the
Postcode Catchment process at this point. Click the Continue button to close the confirmation dialog.

Click the Select Sub Group browse to display the Choose Sub Groups dialog.

& Choose Sub Groups

Select the Sub Groups from the list of available Sub Groups below

Filter | Flag Catchment ) Yes () Mo
[ Select Al
Group Flag Catchment

[] Out of County - Buckinghamshire Yes

[] Out of County - Cambridgeshire  Yes

(® Both

6. Select the sub groups that you wish to run the Postcode Catchment process for. To run the

process for the entire transfer group, select the Select All check box.

Click the Select button to close the dialog and return to the Students tab. The Pre-Process

hyperlink and Process button are displayed.

() Feeder Receiver () Catchments & Distances () Copy Applicant Reasons

Automatically Generate System Preference(s) [
() GIS Catchment ) GIS Routes & Distances
(*) Postcode Catchment () Direct Distances

View Error / Status Log
Sub Groups  Edit

Qut of County - Buckinghamshire
Qut of County - Cambridgeshire

Pre-Process | Process |

If you wish to run the process without making any changes to the database (in order to validate

and correct any data errors before changes are made):

a. Click the Pre-Process hyperlink to display the Process Transfer Group dialog.
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€} Process Transfer Group: PenTestGroup?2 a
Bulk Preference Postcode Catchments

Number of Applications to be processed: 1 Number of Preferences to be processed: 4

The address used for these Calculations will be the Current Address, as defined by the Transfer Group.
Where this is empty the Admission address will be used. Where applications have both admission and
current addresses empty, these applications will not be processed

() Update All Preferences For The Application
@ Update Unprocessed Preferences Only For The Application

(il Pre-Process

b. Select an option from the dialog:

Update all Preferences for the Application: Checks all students to determine whether
each student's address falls within the catchment area of their preferences.

Update Unprocessed Preferences only for the Application: Carries out the same
check as Update all Preferences for the Application, but is only run for students who
have a status of Not Processed.

c. Click the Pre-Process button to close the dialog and run the Postcode Catchment process
without changing the database. The Error / Status log is updated with the outcome of the
checks.

Once you have corrected any validation errors, run the Postcode Catchment process:

a. Click the Process button to display the Process Transfer Group dialog.

€} Process Transfer Group: PenTestGroup2 a
Bulk Preference Postcode Catchments

Number of Applications to be processed: 1 Number of Preferences to be processed: 4

The address used for these Calculations will be the Current Address, as defined by the Transfer Group.
Where this is empty the Admission address will be used. Where applications have both admission and
current addresses empty, these applications will not be processed

O Update All Preferences For The Application
@ Update Unprocessed Preferences Only For The Application

e

b. Select an option from the dialog:

Update all Preferences for the Application: Checks all students to determine whether
each student's address falls within the catchment area of their preferences.

Update Unprocessed Preferences only for the Application: Carries out the same
check as Update all Preferences for the Application, but is only run for students who
have a status of Not Processed.

c. Click the Process button to close the dialog and run the Postcode Catchment process. The
Error / Status log is updated as the process runs.

Running the GIS Routes and Distances Process

The GIS Routes and Distances process calculates routes and distances from home to school
based on geocoded addresses. This process uses the easting and northing of either the
student's admissions or correspondence address, depending on whether the Use Admissions
Address check box is selected for the transfer group. If the process is run before applications
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have been added then the current correspondence address is used, as an admissions address
will not yet have been added. Applications that have neither an admissions nor a current
address are not processed.

The following conditions must be met in order to use the GIS Routes and Distances process:

m Use GIS must be selected for the transfer group. For more information on Use GIS, see
Adding Basic Details (Phased) on page 80.

m Each student must have a geocoded correspondence and / or admission address.

m The bases to be used in the process must be geocoded. If any sites/gates have not been
geocoded then preferences for those bases are skipped and an entry is made in the error log.

To run the GIS Routes and Distances process:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Students tab is open and the Pre-Offer Processing section is open, then
select the Catchments & Distances radio button. Additional fields related to the Catchments &
Distances processes are displayed.

Students Tests In Year E-App Settings | Sub Groups (14) | Coordinating LAs Feeders
%2 1 student in this Transfer Group &1 |Wide View
(_) Feeder Receiver (») Catchments & Distances (_) Copy Applicant Reasons
Automatically Generate System Preference(s) [
() GIS Catchment ) GIS Routes & Distances
(_) Postcode Catchment (_) Direct Distances
View Error / Status Log

If required, select the Automatically Generate System Preferences check box.

If this check box is selected, One creates a system-generated preference for each school that
the student's address is in catchment for.

If this check box is not selected, the process runs without creating any preferences. Running the
process without creating preferences can help you to validate whether or not a student's
address lies within the catchment area of their preference schools.

Select the GIS Routes & Distances radio button. The Select Sub Group browse is displayed.

() Feeder Receiver (*) Catchments & Distances () Copy Applicant Reasons
Automatically Generate System Preference(s) [
() GIS Catchment l#) GIS Routes & Distances
) Postcode Catchment I Direct Distances

View Error / Status Log

*
.Y

Click the Select Sub Group browse to display the Choose Sub Groups dialog.
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[] out of County - Buckinghamshire Yes

[] Out of County - Cambridgeshire Yes

&’ Choose Sub Groups
Select the Sub Groups from the list of available Sub Groups below

Filter | sup Grous Flag Catchment O ves O nNo ® Both

(] Select Al

Group Flag Catchment -

Making Offers

Select the sub groups that you wish to run the GIS Routes & Distances process for. To run the

process for the entire transfer group, select the Select All check box.

Click the Select button to close the dialog and return to the Students tab. The Pre-Process

hyperlink and Process button are displayed.

¥ Pre-Offer Processing tide

|_J) Feeder Receiver (#) Catchments & Distances () Copy Applicant Reasons
Automatically Generate System Preference(s) [
() GIS Catchment i») GIS Routes & Distances
() Postcode Catchment () Direct Distances

View Error / Status Log
Sub Groups  Edit

Qut of County - Buckinghamshire
Out of County - Cambridgeshire

Pre-Process ‘ Process ‘

If you wish to run the process without making any changes to the database (in order to validate

and correct any data errors before changes are made):

a. Click the Pre-Process hyperlink to display the Process Transfer Group dialog.

Process Transfer Group: STATS In Year 2017
Bulk Preference Routes & Distances

Number of Applications to be processed: 1 Number of Preferences to be processed: 1

current addresses empty, these applications will not be processed
Calculation Criteria

Nearest Point On Base Mearest Site v
Distance Calculation Method Driving v

Update All or Unprocessed Preferences

(O Update All Preferences For The Application
(®) Update Unprocessed Preferences Only For The Application

The address used for these Calculations will be the Current Address, as defined by the Transfer Group.
Where this is empty the Admission address will be used. Where applications have both admission and

(=I,[:l Pre-Process

b. Select the point of the base that you wish to measure distance to from the Nearest Point on

Base drop-down menu. The available options are:

¢ Nearest Site: One ignores any geocoded gates.
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Nearest Gate: One ignores any geocoded sites.

Nearest Gate or Site: If both are geocoded One uses whichever is nearest to the
student's address

Nearest Gate, if no Gate then Nearest Site: One looks for a geocoded gate first. If both
gate and site are geocoded then One uses the gate in preference.

c. Select a Distance Calculation Method from the drop-down menu. The available options are:
Driving.

Walking: There must be a safe walking route network map for the Local Authority area
within the GIS utility in order to use Safe Walking Distance.

Direct: Calculates a straight line distance between the student's address and the base,
using curved earth.

d. Select an option from the Update All or Unprocessed Preferences section:

Update all Preferences for the Application: Calculates (or recalculates) and overwrites
all distances to preferences. Also updates the catchment flag.

Update Unprocessed Preferences only for the Application: Calculates distances only
for those preferences where distances have not previously been calculated.

e. Click the Pre-Process button to run the GIS Routes & Distances process without changing
the database. The Error / Status log is updated with the outcome of the calculations.

9. Once you have corrected any validation errors, run the GIS Routes & Distances process:

a. Click the Pre-Process hyperlink to display the Process Transfer Group dialog.

€} Process Transfer Group: STATS In Year 2017 [}
Bulk Preference Routes & Distances
Number of Applications to be processed: 1 Number of Preferences to be processed: 1
The address used for these Calculations will be the Current Address, as defined by the Transfer Group.

Where this is empty the Admission address will be used. Where applications have both admission and
current addresses empty, these applications will not be processed

Mearest Point On Base Nearest Site

Distance Calculation Method Direct

() Update All Preferences For The Application

@ Update Unprocessed Preferences Only For The Application

e |

b. Select the point of the base that you wish to measure distance to from the Nearest Point on
Base drop-down menu. The available options are:

Nearest Site: One ignores any geocoded gates.
Nearest Gate: One ignores any geocoded sites.

Nearest Gate or Site: If both gate and site are geocoded then One uses whichever is
nearest

to the student's address.

Nearest Gate, if no Gate then Nearest Site: One looks for a geocoded gate first. If both
gate and site are geocoded then One uses the gate in preference.
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c. Select a Distance Calculation Method from the drop-down menu. The available options are:
Driving
Walking: There must be a safe walking route network map for the Local Authority area
within the GIS utility in order to use Safe Walking Distance.

Direct: Calculates a straight line distance between the student's address and the base,
using curved earth.

d. Select an option from the Update All or Unprocessed Preferences section:

Update all Preferences for the Application: Calculates (or recalculates) and overwrites
all distances to preferences. Also updates the catchment flag.

Update Unprocessed Preferences only for the Application: Calculates distances only
for those preferences where distances have not previously been calculated.

e. Click the Process button to run the GIS Routes & Distances process. The Error / Status
log is updated with the outcome of the calculations.

NOTE: The GIS Routes & Distances process only considers currently active sites and open gates,
except where the gate or site is currently inactive but will be open at the time the student would start. For
In Year transfer groups, the start date is calculated from the date that the place is required. For Normal
Phased transfer groups, One uses the start of the academic year that the places would be taken up.

Running the Direct Distances Process

The Direct Distances process calculates routes and distances from home to school based on
geocoded addresses. It is similar to the GIS Routes and Distances process, except it can be run
on transfer groups that do not have Use GIS selected. However, it can only process direct
distances, as opposed to driving or walking distances.

This process uses the easting and northing of either the student's admissions or

correspondence address, depending on whether the Use Admissions Address check box is
selected for the transfer group. If the process is run before applications have been added then
the current correspondence address is used, as an admissions address will not yet have been
added. Applications that have neither an admissions nor a current address are not processed.

The following conditions must be met in order to use the Direct Distances process:
m Each student much have a geocoded correspondence and / or admission address.

m The bases to be used in the process must be geocoded. If any sites/gates have not been
geocoded then preferences for those bases are skipped and an entry is made in the error

log.
To run the Direct Distances process:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Students tab is open and the Pre-Offer Processing section is open, then
select the Catchments & Distances radio button. Additional fields related to the Catchments &
Distances processes are displayed.
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Students Tests In Year E-App Settings | Sub Groups (14) | Coordinating LAs Feeders
"2 1 student in this Transfer Group & | Wide View
() Feeder Receiver (*) Catchments & Distances () Copy Applicant Reasens

Automatically Generate System Preference(s) [
() GIS Catchment () GIS Routes & Distances

() Postcode Catchment (/) Direct Distances

View Error / Status Log

If required, select the Automatically Generate System Preferences check box.

If this check box is selected, One creates a system-generated preference for each school that
the student's address is in catchment for.

If this check box is not selected, the process runs without creating any preferences. Running the
process without creating preferences can help you to validate whether or not a student's
address lies within the catchment area of their preference schools.

Select the Direct Distances radio button. The Select Sub Group browse is displayed.

(_) Feeder Receiver (») Catchments & Distances () Copy Applicant Reasons

Automatically Generate System Preference(s) [

() GIS Catchment (' GIS Routes & Distances
() Postcode Catchment I») Direct Distances

* i
5

Click the Select Sub Group browse to display the Choose Sub Groups dialog.

& Choose Sub Groups

Select the Sub Groups from the list of available Sub Groups below

Filter | Flag Catchment O Yes (O No (& Both

[ ] select Al

Group Flag Catchment

[] Out of County - Buckinghamshire Yes

[] Out of County - Cambridgeshire  Yes

Select the sub groups that you wish to run the Direct Distances process for. To run the process
for the entire transfer group, select the Select All check box.

Click the Select button to close the dialog and return to the Students tab. The Pre-Process
hyperlink and Process button are displayed.
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() Feeder Receiver (=) Catchments & Distances () Copy Applicant Reasons
Automatically Generate System Preference(s) [
() GIS Catchment () GIS Routes & Distances

() Postcode Catchment \.») Direct Distances

Sub Groups  Edit

Inyr SB1 ‘

Pre-Process | Process ‘

8. If you wish to run the process without making any changes to the database (in order to validate
and correct any data errors before changes are made):

a. Click the Pre-Process hyperlink to display the Process Transfer Group dialog.

Q Process Transfer Group: STATS In Year 2017 a
Bulk Preference Distances

Mumber of Applications to be processed: 1 Number of Preferences to be processed: 1

The address used for these Calculations will be the Current Address, as defined by the Transfer Group.
Where this is empty the Admission address will be used. Where applications have both admission and
current addresses empty, these applications will not be processed

Nearest Point On Base Mearest Site

Distance Calculation Method Direct

() Update All Prefarences For The Application
(8) Update Unprocessed Preferences Only For The Application

(Il Pre-Process

b. Select the point of the base that you wish to measure distance to from the Nearest Point on
Base drop-down menu. The available options are:

Nearest Site: One ignores any geocoded gates.
Nearest Gate: One ignores any geocoded sites.

Nearest Gate or Site: If both are geocoded One uses whichever is nearest to the
student's address.

Nearest Gate, if no Gate then Nearest Site: One looks for a geocoded gate first. If both
gate and site are geocoded then One uses the gate in preference.

c. Select an option from the Update All or Unprocessed Preferences section:

Update all Preferences for the Application: Calculates (or recalculates) and overwrites
all distances to preferences. Also updates the catchment flag.

Update Unprocessed Preferences only for the Application: Calculates distances only
for those preferences where distances have not previously been calculated.

d. Click the Pre-Process button to run the Direct Distances process without changing the
database. The Error / Status log is updated with the outcome of the calculations.

9. Once you have corrected any validation errors, run the Direct Distances process:

a. Click the Pre-Process hyperlink to display the Process Transfer Group dialog.
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€} Process Transfer Group: STATS In Year 2017 (X ]
Bulk Preference Distances

Number of Applications to be processed: 1 Number of Preferences to be processed: 1

The address used for these Calculations will be the Current Address, as defined by the Transfer Group.
Where this is empty the Admission address will be used. Where applications have both admission and
current addresses empty, these applications will not be processed

Mearest Point On Base Nearest Site

Distance Calculation Method Direct

() Update All Preferences For The Application
@ Update Unprocessed Preferences Only For The Application

et (I

b. Select the point of the base that you wish to measure distance to from the Nearest Point on
Base drop-down menu. The available options are:

Nearest Site: One ignores any geocoded gates.
Nearest Gate: One ignores any geocoded sites.

Nearest Gate or Site: If both gate and site are geocoded then One uses whichever is
nearest to the student's address.

Nearest Gate, if no Gate then Nearest Site: One looks for a geocoded gate first. If both
gate and site are geocoded then One uses the gate in preference.

c. Select an option from the Update All or Unprocessed Preferences section:

Update all Preferences for the Application: Calculates (or recalculates) and overwrites
all distances to preferences. Also updates the catchment flag.

Update Unprocessed Preferences only for the Application: Calculates distances only
for those preferences where distances have not previously been calculated.

d. Click the Process button to run the Direct Distances process. The Error / Status log is
updated with the outcome of the calculations.

NOTE: The Direct Distances process only considers currently active sites and open gates, except where
the gate or site is currently inactive but will be open at the time the student would start. For In Year
transfer groups, the start date is calculated from the date that the place is required. For Normal Phased
transfer groups, One uses the start of the academic year that the places would be taken up.

Running the Copy Applicant Reasons Process

Applicant reasons are those preference reasons that are expressed by the applicant, either
online or on a paper application form. These reasons must be validated before they can be used
to rank applications. Reasons are marked as validated by copying them to the LA Reasons
fields, which are displayed in the Preference Details screen.

You can copy an individual student's reasons using the Copy Applicant Reasons function on the
Applicant Details page. For more information on this process, see Running the Copy Applicant
Reasons Process on page 7152.

Alternatively, you can use the Copy Applicant Reasons process to copy reasons for all the
students in a particular transfer group.
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NOTE: You should verify the preference reasons given by applicants before running the Copy Applicant
Reasons process.

To run the Copy Applicant Reasons process:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Students tab is selected and that the Pre-Offer Processing section is open,
then select the Copy Applicant Reasons radio button. The Process button is displayed.

() Feeder Receiver () Catchments & Distances (=) Copy Applicant Reasons

| Process |

Click the Process button. All applicant reasons except for Catchment, Feeder Link, Special
Reasons 1, 2 and 3 (and their Weighting) and Memos are copied to the LA Reasons fields for
each student in the transfer group.

If the Make Offers, Resolve Offers or Final Allocation processes have already been run, then
you are warned about possible inconsistencies when you click the Process button, as the Copy
Applicant Reasons routine overwrites existing preference reasons. Click the Continue button to
run the process.

One displays a confirmation message displaying the number of students that were affected once
the process is complete.

NOTE: The Catchment, Feeder Link, Special Reasons 1, 2 and 3 (and their Weighting) and Memos
are never overwritten and must be manually changed if necessary.

Running the Make Offers Routine

The Make Offers routine is the first stage in the process of creating offers for students based on
their preferences and on the oversubscription criteria set for each sub group.

When you click the Make Offers button, One runs a series of data validation checks, and then
makes an offer up to either the Published Admissions Number (for Normal Phased transfer
groups) or the vacancies number (for In Year transfer groups), based on the ordered list of
students applying to the school. For Edit Rank schools the order is based on the previously
added rank, while for LA maintained schools the list is sorted according to oversubscription
criteria.

NOTE: The Make Offers process only runs against preferences for bases that are receivers within the
home local authority.

Make Offers is normally run only once for Normal Phased transfer groups, but is usually run
multiple times for In Year transfer groups. There can be multiple process periods for an In Year
transfer group, so it is likely that the portion of the allocation process between Make Offers and
Final Allocation will be run multiple times for the transfer group over the course of an academic
year.
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The following conditions must be met before the Make Offers routine can be run:

= Applications for Home LA schools that are marked Edit Rank should be given the ranking
information provided by the Other Admission Authority school, either manually or by importing
an ASL file.

m |f your LA has previously been through an iteration of Make Offers, Resolve Offers and Final
Allocation for a particular In Year group process period, then you must run the In Year Reset
process in order to be able to run Make Offers again. For more information on running the In
Year Reset process, see Running In Year Reset on page 203.

NOTE: While you can run the Make Offers routine without running the Student Selection or Pre-Offer
processes (i.e. the Feeder Receiver, Catchments & Distances and Copy Applicant Reasons processes),
running these routines may help you to make the student allocation process more efficient.

Preferences that meet any of the following criteria are not included in the Make Offers process:
m Preferences that already have a status of R (refused by LA) or X (refused by parent).

m System-generated preferences (i.e. those preferences where the preference number is
greater than or equal to the transfer group process start number).

m Preferences that are associated with withdrawn applications.
To run the Make Offers routine:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Offers Processing section.

Students Tests In Year E-App Settings | Sub Groups (1) | Coordinating LAs

2 1 student in this Transfer Group

In order to carry out initial offer processing for all home L& Receivers, click on the 'Make Offers’ button.

[ ke Offrs |

Click the Make Offers button to begin the routine.

The Make Offers routine differs significantly depending on whether it is run for a Normal Phased
or In Year transfer group, and whether or not the transfer group includes banded receivers. See
the following topics for specific details on the actions that One takes in each of these scenarios:

m For Normal Phased, unbanded transfer groups, see Explanation of the Make Offers Process
(Phased) on page 155.

m ForIn Year transfer groups, see Explanation of the Make Offers Process (In Year) on page
157.

m For transfer groups including bases using ability banding, see Explanation of Make Offers for
Ability Banded Receivers on page 758.

m For transfer groups including bases using aptitude banding, see Explanation of Make Offers
for Aptitude Banded Receivers on page 160.

m For transfer groups including bases using discrete banding, see Explanation of Make Offers
for Discrete Banded Receivers on page 167.

m For transfer groups including bases using fair banding, see Explanation of Make Offers for
Fair Banded Receivers on page 7162.
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m For transfer groups including bases using a combination of ability and discrete banding, see
Explanation of Make Offers for Receivers Using Ability and Discrete Banding on page 163.

m For transfer groups including bases using a combination of aptitude and discrete banding,
see Explanation of Make Offers for Receivers Using Aptitude and Discrete Banding on page
164.

m For transfer groups including bases using a combination of aptitude and fair banding, see
Explanation of Make Offers for Receivers Using Aptitude and Fair Banding on page 7164.

Explanation of the Make Offers Process (Phased)

When you run the Make Offers routine for a Normal Phased transfer group that does not have
banding set up, One takes the following actions:

. One carries out the following checks:

m One checks that all Home LA receivers in the transfer group have a PAN defined for the
transfer group's intake NCY. If any such bases are found, then One displays a dialog listing
the receivers that do not have a PAN defined:

To continue with the routine, click the Continue button. One treats any bases without a
PAN as though there were no places available at that school.

To close the dialog and cancel the routine, click the Cancel hyperlink. Cancelling the
routine gives you the opportunity to set a PAN for any bases that require one. For more
information on setting the PAN, see Edit PAN Details for an Academic Year on page 227.

m One checks for any existing preferences that are for non-OAA receivers in the transfer group
and have a status of Allocated, Accepted or Provisional.

If any such preferences are found, then One cancels the process and displays an error
message reading: “Allocations already exist in Transfer Group, cannot run Make Offers”.
Click the OK button to close the dialog.

You must change the status of any Allocated, Accepted or Provisional preferences before
you can run Make Offers for a transfer group. For more information on editing preference
status manually, see Editing Application Preferences on page 24.

m One checks for any receivers that are in sub groups marked as Do Not Include In Offer
Processing. Receivers in these sub groups are not included in either the Make Offers or
Resolve Offers routines.

. One clears any existing offer statuses that are not either R (refused by LA) or X (refused by
parent).

. One deletes any existing preferences for the transfer group's No Application and No Offer
bases.

. One checks to see whether any of the parental preferences are flagged as late. If any late
applications are found, a dialog is displayed:

m To include late applications in the Make Offers process, click the Yes button. The way in
which One treats late applications depends on whether Late is selected as an
oversubscription criterion:
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If Late is selected as an oversubscription criterion, then those records with a Late flag set
to False are sorted before those records with a Late flag set to True. Each group is then
sorted according to the oversubscription criteria set up in Process | Transfer Groups |
Subgroups | Oversubscription Criteria.

If Late is not selected as an oversubscription criterion, then the records are sorted by the
existing oversubscription criteria only. The Late flag is not taken into account.

m To include late applications from the Make Offers process altogether, click the No button.

5. One adds any applications with no parental preferences to the No Application base, with a
status of O (Offer).

6. One offers places to the students, up to the maximum number allowed by the PAN. Once this
process is complete, you are left with a ranked list of students within each sub group. Students
within the PAN have a status of O (Offer), while students outside of the PAN have a status of N
(No Current Offer). The process of offering places runs as follows:

a. Students are associated to receivers, based on the preference reasons shown on the
Application Details screen.

b. The students are sorted by the oversubscription criteria.

One first sorts all students on the first criterion. Within each set of that first criterion, students
are then sorted on the second criterion. Within each set of the second criterion, the students
are then sorted on the third criterion, and so on until the students have been sorted by all the
criteria defined for the group. Students are then sorted in sets of the last criterion by
surname.

During sorting, a rank is recorded for each processed preference at each Home LA school
that is not an OAA receiver. This information is stored in the CHOICES.OFFER_RANK table.

c. One carries out a gender check for each student.

If the student's gender does not match that of the receiver, and the receiver is not an OAA
school, then the student is given a status of R (Rejected) against that receiver. This does not
apply to OAA schools, as OAA schools make their own decisions regarding student rankings.
As such, One does not refuse places at OAA schools based on gender.

d. One sorts the students applying to Edit Rank schools by rank.

NOTE: One sets the allocation status of any students in the unranked group (i.e. those students who
are not in a priority group and are therefore unlikely to be offered a place) who have a preference for
an Edit Rank school to R (Refused by Local Authority). These students do not have a One rank
added on import, so there is no rank against the preference. Consequently, a place is not allocated.

If the student is subsequently exported in an ALT file, then their allocation status is mapped to N (No
current offer).

e. One assigns a status of O (Offer) to those students within the PAN, and a status of N (No
Current Offer) to those students who are not within the PAN.

One identifies any students who do not yet have an offer and assigns them to the No Offer base.

. One updates the status of any withdrawn applications that have preferences that are not for the
Withdrawn base to Q (No Longer Required).

9. One displays a message indicating the number of students that were processed.
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Explanation of the Make Offers Process (In Year)

When you run the Make Offers routine for an In Year transfer group, One takes the following
actions:

. One carries out the following checks:

m One checks all Home LA receivers in the transfer group to see if they have vacancies for the
current process period (i.e. the process period whose Application Closing Date most
recently passed). One then displays a list of receivers with vacancies for the current process
period and the NCYs in which those vacancies occur.

To continue with the routine, click the Continue button. One assumes that any bases
without vacancy numbers do not have places available.

To close the dialog and cancel the routine, click the Cancel hyperlink. Cancelling the
routine gives you the opportunity to set vacancy numbers for any bases that require them.
For more information on setting vacancy numbers, see Set Vacancy Details on page 2317.

m One checks any non-OAA receivers with vacancies for any existing preferences that have a
status of Allocated, Accepted or Provisional.

If any such preferences are found, then One cancels the process and displays an error
message reading: “Allocations already exist in Transfer Group, cannot run Make Offers”.
Click the OK button to close the dialog.

You must change the status of any active Allocated, Accepted or Provisional
preferences for non-OAA receivers that have vacancies before you can run Make Offers
for an In Year transfer group. For more information on editing preference status manually,
see Editing Application Preferences on page 24.

m One checks for any receivers that are in sub groups marked as Do Not Include In Offer
Processing. Receivers in these sub groups are not included in either the Make Offers or
Resolve Offers routines.

. One clears any existing offer statuses, except the statuses of offers that meet at least one of the
following criteria:

m The offer has a status of R (refused by LA).
m The offer has a status of X (refused by parent).

m The offer relates to an application with an external close of CLOS.

NOTE: Applications with a status of R or X, or an application status external code of CLOS, are not
processed by the Make Offers routine for In Year transfer groups.

. One deletes any existing preferences for the transfer group's No Application and No Offer
bases.

. One checks the dates of the applications. Applications meeting either of the following criteria are
ignored by the routine:

m Applications with a Place Required date that is after the Offer date for the selected process
period.

m Applications that were entered / received after the Application Closing Date.

. One adds any applications with no parental preferences to the No Application base, with a
status of O (Offer).
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One offers places to the students, up to the vacancy number. Once this process is complete,
you are left with a ranked list of students within each sub group. Students ranked within the
vacancy number have a status of O (Offer), while students ranked outside of the vacancy
number have a status of N (No Current Offer). The process of offering places runs as follows:

a. Students are associated to receivers, based on the preference reasons shown on the
Application Details screen.

b. The students are sorted by the oversubscription criteria.

One first sorts all students on the first criterion. Within each set of that first criterion, students
are then sorted on the second criterion. Within each set of the second criterion, the students
are then sorted on the third criterion, and so on until the students have been sorted by all the
criteria defined for the group. Students are then sorted in sets of the last criterion by
surname.

During sorting, a rank is recorded for each processed preference at each Home LA school
that is not an OAA receiver. This information is stored in the CHOICES.OFFER_RANK table.

c. One carries out a gender check for each student.

If the student's gender does not match that of the receiver, and the receiver is not an OAA
school, then the student is given a status of R (Rejected) against that receiver. This does not
apply to OAA schools, as OAA schools make their own decisions regarding student rankings.
As such, One does not refuse places at OAA schools based on gender.

d. One sorts the students applying to Edit Rank schools by rank.

NOTE: One sets the allocation status of any students in the unranked group (i.e. those students who
are not in a priority group and are therefore unlikely to be offered a place) who have a preference for
an Edit Rank school to R (Refused by Local Authority). These students do not have a One rank
added on import, so there is no rank against the preference. Consequently, a place is not allocated.

If the student is subsequently exported in an ALT file, then their allocation status is mapped to N (No
current offer).

e. One assigns a status of O (Offer) to those students ranked within the vacancy number, and a
status of N (No Current Offer) to those students who are not ranked within the vacancy
number.

. All In Year students who were processed by the Make Offers routine and have an application
status mapped to an external code of PEND (Pending) have their application status updated to
the internal code of PROC (Processing, offer to applicant not yet made). Students whose
application statuses are not mapped to PEND are not affected.

One displays a message indicating the number of students that were processed.

Explanation of Make Offers for Ability Banded Receivers

The Make Offers routine for banded receivers is identical to the routine for phased, non-banded
receivers up to the point where applications with no parental preferences are added to the No
Application base (step 5 of the process as detailed in Explanation of the Make Offers Process

(Phased) on page 155).

However, One uses a different process to allocate students to banded receivers, as opposed to
non-banded receivers. Furthermore, the allocation process for banded schools differs depending
on whether the school in question is an Edit Rank school or not. The process below details the
routines One uses to allocate students to bases where Ability banding is in use.

For more information on Ability banding, see Explanation of Banding on page 228.
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NOTE: The highest priority band in an Ability banded receiver must be marked as Assessed in the Band
Details screen. This band depends on ability (i.e. the school is offering a number of places for students
who are tested). The mainstream part of the school is represented by a lower priority band that is not
marked as Assessed. All bases that use Ability banding always have only one assessed band and one
non-assessed band.

For more information on configuring banding, see Adding Bands to an NCY on page 229.

Non-Edit Rank Receivers

One checks whether test results exist for each child who has applied for the assessed band at
the base, and then ranks the children by test result.

One ranks the children who have applied for the assessed band by the remaining
oversubscription criteria (i.e. the students are sorted on the second oversubscription criterion
within sets of each test result, then sorted on the third criterion in sets of the second criterion,
and so on).

If no oversubscription criteria have been defined, the children are ranked based on test results
alone.

One makes offers for the assessed band up to that band's PAN. Students ranked within the
band PAN are given a status of O (Offer), while students ranked outside the PAN are given a
status of N (No Current Offer).

One creates a band record in the non-assessed band for those students who were not offered a
place in the assessed band but have indicated that the also wish to be considered for the
mainstream school (i.e. the student does not have the Do Not Consider For Mainstream
School preferences reason selected).

One sorts the children in the non-assessed band by oversubscription criteria.
One makes offers for the non-assessed band, up to the PAN of that band.
One resolves offers for students who applied to both bands.

m If the student's offer status is O (Offer) in the higher priority band then One updates the lower
priority band offer status for the same preference to Q (No Longer Required).

m [f the student's offer status is N (No Current Offer) in the higher priority band, but O (Offer) in
the lower priority band, then the N status in the higher band is retained.

m |f the student is offered a place in either of the bands then the main preference offer status is
updated to O (Offer). If the student receives N (No Current Offer) in both bands, then the
main preference offer status is updated to N (No Current Offer).

Edit Rank Receivers

One checks whether test results exist for each child who has applied for the assessed band at
the base. Student without test results are not considered for the assessed band.

One sorts any ranked preferences for a home LA school which uses ability banding in an Edit
Rank subgroup. These preferences are sorted according to the existing band rank.

One updates student offer statuses for the assessed band:
= Students ranked within the band PAN are given a status of O (Offer).
m Students ranked below the band PAN are given a status of N (No Current Offer).

m Unranked preferences for a Home LA school that uses Ability banding in an Edit Rank sub
group are updated to R (Refused by LA).

One processes the students who applied for the non-assessed band.
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‘ NOTE: Students for whom Do Not Consider For Mainstream is not selected and who are not offered a
place in the assessed band at an Edit Rank school are not automatically added to the lower band. It is
up to the school to rank these students.

One resolves offers for students who applied to both bands:

m If the student's offer status is O (Offer) in the higher priority band, then One updates the lower
priority band offer status for the same preference to Q (No Longer Required).

m If the student's offer status is N (No Current Offer) in the higher priority band, but O (Offer) in
the lower priority band, then the N status in the higher band is retained.

m If the student is offered a place in either of the bands then the main preference offer status is
updated to O (Offer). If the student gets N (No Current Offer) in both bands, then the main
preference offer status is updated to N (No Current Offer).

NOTE: All changes to the main offer status are reflected in the Preference History.

Explanation of Make Offers for Aptitude Banded Receivers

The Make Offers routine for banded receivers is identical to the routine for phased, non-banded
receivers up to the point where applications with no parental preferences are added to the No
Application base (step 5 of the process as detailed in Explanation of the Make Offers Process

(Phased) on page 155).

However, One uses a different process to allocate students to banded receivers, as opposed to
non-banded receivers. Furthermore, the allocation process for banded schools differs depending
on whether the school in question is an Edit Rank school or not. The process below details the
routines One uses to allocate students to bases where aptitude banding is in use.

For more information on aptitude banding, see Explanation of Banding on page 228.

NOTE: Schools using aptitude banding must have at least two bands: one aptitude (this would normally
be a level 1, highest priority band) and one mainstream (non-aptitude). If a school has more than one
specialism (for example Music and Art) then it can have a level 1 band for each specialism. In this case
children are considered for bands based upon the priority defined by the applicant rather than the priority
of the aptitude bands defined for the school.

Unlike assessed ability banding, One does not check for test scores for aptitude bands, although LAs
can use test scores in the oversubscription criteria for the aptitude band if they wish.

Non-Edit Rank Receivers

If the school has more than one aptitude band, then the children are sorted according to the
band with the highest priority on their application.

One ranks the children who have applied for the aptitude band(s) by the oversubscription criteria
defined for the band(s), or by the sub group oversubscription criteria if these criteria have been
indicated in the band details. The students are sorted on the first oversubscription criterion, then
sorted on the second criterion in sets of the first, and so on.

One makes offers for the aptitude band(s) up to the PAN. Students ranked within the band PAN
are given a status of O (Offer), while students ranked outside the PAN are given a status of N
(No Current Offer).

One creates a band record in the mainstream band for those students who were not offered a
place in the aptitude band(s) but have indicated that the also wish to be considered for the
mainstream school (i.e. the student does not have the Do Not Consider For Mainstream
School preferences reason selected).

One sorts the children in the mainstream band by oversubscription criteria.

One makes offers for the mainstream band, up to the PAN of that band.
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7. One resolves offers for students who applied to more than one band.

m |f the student's offer status is O (Offer) in the higher priority band then One updates the lower
priority band offer status for the same preference to Q (No Longer Required).

m |f the student's offer status is N (No Current Offer) in the higher priority band, but O (Offer) in
the lower priority band, then the N status in the higher band is retained.

m If the student is offered a place in either of the bands then the main preference offer status is
updated to O (Offer). If the student receives N (No Current Offer) in both bands, then the
main preference offer status is updated to N (No Current Offer).

Edit Rank Receivers

1. If the school has more than one aptitude band, then the children are sorted according to the
band with the highest priority on their application.

2. One sorts any ranked preferences for a home LA school which uses aptitude banding in an Edit
Rank subgroup. These preferences are sorted according to the existing band rank.

3. One updates student offer statuses for the aptitude band(s):
m Students ranked within the band PAN are given a status of O (Offer).
m Students ranked below the band PAN are given a status of N (No Current Offer).

m Unranked preferences for a Home LA school that uses aptitude banding in an Edit Rank sub
group are updated to R (Refused by LA).

4. One processes the students who applied for the mainstream band.

NOTE: Students for whom Do Not Consider For Mainstream is not selected and who are not offered a
place in an aptitude band at an Edit Rank school are not automatically added to the mainstream band. It
is up to the school to rank these students.

5. One resolves offers for students who applied to both bands:

m [f the student's offer status is O (Offer) in the higher priority band, then One updates the lower
priority band offer status for the same preference to Q (No Longer Required).

m [f the student's offer status is N (No Current Offer) in the higher priority band, but O (Offer) in
the lower priority band, then the N status in the higher band is retained.

m [f the student is offered a place in either of the bands then the main preference offer status is
updated to O (Offer). If the student gets N (No Current Offer) in both bands, then the main
preference offer status is updated to N (No Current Offer).

NOTE: All changes to the main offer status are reflected in the Preference History.

Explanation of Make Offers for Discrete Banded Receivers

The Make Offers routine for banded receivers is identical to the routine for phased, non-banded
receivers up to the point where applications with no parental preferences are added to the No
Application base (step 5 of the process as detailed in Explanation of the Make Offers Process

(Phased) on page 155).

However, One uses a different process to allocate students to banded receivers, as opposed to
non-banded receivers. Furthermore, the allocation process for banded schools differs depending
on whether the school in question is an Edit Rank school or not. The process below details the
routines One uses to allocate students to bases where Discrete banding is in use.

For more information on Discrete banding, see Explanation of Banding on page 228.

NOTE: When discrete banding is used, students can only be associated with and considered for an offer
in one band.
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Non-Edit Rank Receivers
. One sorts applicants into bands, based on which set of band criteria each applicant fulfils.

. One ranks the children applying for the highest priority band by the oversubscription criteria
defined for that band, or by the sub group oversubscription criteria if these criteria have been
indicated in the band details. The students are sorted on the first oversubscription criterion, then
sorted on the second criterion in sets of the first, and so on.

. One makes offers for the band up to the PAN. Students ranked within the band PAN are given a
status of O (Offer), while students ranked outside the PAN are given a status of N (No Current
Offer).

. One repeats steps 2 and 3 for the lower-priority bands.
Edit Rank Receivers
. One sorts applicants into bands, based on which set of band criteria each applicant fulfils.

. One sorts any ranked preferences for a home LA school which uses discrete banding in an Edit
Rank subgroup. These preferences are sorted according to the existing band rank.

. One updates student offer statuses for the highest priority band:
m Students ranked within the band PAN are given a status of O (Offer).
m Students ranked below the band PAN are given a status of N (No Current Offer).

m Unranked preferences for a Home LA school that uses aptitude banding in an Edit Rank sub
group are updated to R (Refused by LA). If a student with unranked preferences is then
exported using the ALT file, the allocation status is mapped to N (No current offer).

. One repeats steps 2 and 3 for the lower-priority bands.

NOTE: All changes to the main offer status are reflected in the Preference History.

Explanation of Make Offers for Fair Banded Receivers

The Make Offers routine for banded receivers is identical to the routine for phased, non-banded
receivers up to the point where applications with no parental preferences are added to the No
Application base (step 5 of the process as detailed in Explanation of the Make Offers Process

(Phased) on page 155).

However, One uses a different process to allocate students to banded receivers, as opposed to
non-banded receivers. Furthermore, the allocation process for banded schools differs depending
on whether the school in question is an Edit Rank school or not. The process below details the
routines One uses to allocate students to bases where Fair banding is in use.

For more information on Fair banding, see Explanation of Banding on page 228.

NOTE: When fair banding is used, students can only be associated with and considered for an offer in
one band.

Non-Edit Rank Receivers
. One sorts students into bands, based on their test scores.

. One ranks the children who have been sorted into the highest-priority band by the
oversubscription criteria (i.e. the students are sorted by the first oversubscription criterion, then
sorted on the second criterion in sets of the first, and so on).

. One makes offers for the highest-priority band up to the PAN. Students ranked within the band
PAN are given a status of O (Offer), while students ranked outside the PAN are given a status of
N (No Current Offer).
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One repeats steps 2 and 3 for the remaining bands.

Edit Rank Receivers

Each OAA receiver school organises students into bands, based on their test scores.

The receiver ranks the students in each sub group.

The band assignments and ranking information is passed to the Local Authority by the receiver.

The band assignment and ranking information is entered into Admissions and Transfers by the
Local Authority. This information can either be entered manually or by importing an ASL file.

NOTE: Since students have already been assigned to bands by the receiver (unlike when Make Offers is
run for non-OAA receivers using fair banding — see above) there is no need for the Local Authority to
assign students to bands. Any students with a preference for an OAA using fair-banding that have not
been assigned to a band prior to running Make Offers are caught by the initial checking and an error is
displayed.

One assigns an offer status to each student that has already been assigned to one of the fair
bands, based on the student's rank and the band PAN.

= Students ranked within the band PAN are given a status of O (Offer).
m Students ranked below the band PAN are given a status of N (No Current Offer).

m Unranked preferences for a Home LA school that uses aptitude banding in an Edit Rank sub
group are updated to R (Refused by LA). If a student with unranked preferences is then
exported using the ALT file, the allocation status is mapped to N (No current offer).

NOTE: All changes to the main offer status are reflected in the Preference History.

Explanation of Make Offers for Receivers Using Ability and
Discrete Banding

When a school uses a combination of ability and discrete banding, the assessed band (level 1)
is further subdivided into discrete bands (level 2). There must be at least two child bands below
a parent band (i.e. you cannot create a single level 2 band under a particular level 1 band).

Band Band Assessed? | Level Band Oversubs.
Name PAN Name Criteria
Applied?
1 Ability 70 Yes 2 Ability - 30 Yes
Discrete
2 Ability - 40 Yes
Other
1 Non- 130 No Yes
Assessed
Total PAN | 200

The Make Offers routine for combine ability and discrete banding runs as follows:

One checks that test results exist against each child who has applied for the ability band at each
preference school, as in the standard ability banded process.

One uses the discrete band processing routine to process the discrete bands within the ability
band.

One processes the mainstream band as per the standard ability banded process.
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For more information on the Make Offers routine for ability banded receivers, see Explanation of
Make Offers for Ability Banded Receivers on page 158.

For more information on the Make Offers routine for discrete banded receivers, see Explanation
of Make Offers for Discrete Banded Receivers on page 761.

NOTE: All changes to the main offer status are reflected in the Preference History.

Explanation of Make Offers for Receivers Using Aptitude and
Discrete Banding

When a school uses a combination of aptitude and discrete banding, the aptitude band (level 1)
is further subdivided into discrete bands (level 2). There must be at least two child bands below
a parent band (i.e. you cannot create a single level 2 band under a particular level 1 band).

Band Assessed? | Level | Band Band Oversubs.
PAN Name PAN Criteria
Applied?
1 Aptitude 20 Yes 2 Aptitude - 8 Yes
Discrete
2 Aptitude - 12 Yes
Other
1 Non- 180 No Yes
Aptitude
Total 200
PAN

The Make Offers routine for combine aptitude and discrete banding runs as follows:

. One uses the discrete band processing routine to process the discrete bands within the aptitude
band.

. One processes the mainstream band as per the standard aptitude banded process.

For more information on the Make Offers routine for aptitude banded receivers, see Explanation
of Make Offers for Aptitude Banded Receivers on page 760.

For more information on the Make Offers routine for discrete banded receivers, see Explanation
of Make Offers for Discrete Banded Receivers on page 761.

‘ NOTE: All changes to the main offer status are reflected in the Preference History.

Explanation of Make Offers for Receivers Using Aptitude and
Fair Banding

There are two methods of banding for schools using a combination of aptitude and fair banding.
The first option is to make offers for the aptitude band then make offers to the non-aptitude band
based on fair banding. The second option is to use fair banding within both the aptitude and the
non-aptitude bands.
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Fair Banding in the Non-Aptitude Band Only

. One processes the children who applied for the aptitude bands as per the standard aptitude
process.

If the receiver is a non-OAA school, One adds the children who did not get a place in the
aptitude bands but stated that they wished to be considered for a place in the mainstream
school as well to the applicants for the mainstream school.

See Explanation of Make Offers for Aptitude Banded Receivers on page 7160 and Explanation of
Make Offers for Fair Banded Receivers on page 162 for more information about the differences
between OAA and non-OAA receivers during the aptitude and fair banding allocation routines.

. The children to be considered for the mainstream band are divided up into fair bands based on
their test results.

. One processes the mainstream band as per the standard fair banding process.

Level | Band Band Level | Band Band Oversubs. Criteria
Name PAN Name PAN Applied?
1 Aptitude 20 Yes
1 Non- 180 2 NonApt - 50 Yes
Aptitude FB1
2 NonApt - 50 Yes
FB1
2 NonApt - 50 Yes
FB1
2 NonApt - 30 Yes
FB1
Total PAN 200

Fair Banding in both the Aptitude and Non-Aptitude Bands

. One divided the children who have applied for the aptitude bands into fair bands, based on their
test results.

. One processes the children who applied for the aptitude bands as per the standard fair banding
process.

If the receiver is a non-OAA school, One adds the children who did not get a place in the
aptitude bands but stated that they wished to be considered for a place in the mainstream
school as well to the applicants for the mainstream school.

See Explanation of Make Offers for Aptitude Banded Receivers on page 160 and Explanation of
Make Offers for Fair Banded Receivers on page 162 for more information about the differences
between OAA and non-OAA receivers during the aptitude and fair banding allocation routines.

. The children to be considered for the mainstream band are divided up into fair bands based on
their test results.

. One processes the mainstream band as per the standard fair banding process.
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Level | Band Band Level Band Band Oversubs. Criteria
Name PAN Name PAN Applied?

1 Aptitude 20 2 Apt - FB1 7 Yes
2 Apt - FB2 8 Yes
2 Apt - FB3 5 Yes
1 Non-Aptitude 180 2 NonApt - 50 Yes
FB1
2 NonApt - 50 Yes
FB2
2 NonApt - 50 Yes
FB3
2 NonApt - 30 Yes
FB4
Total PAN 200

For more information on the Make Offers routine for aptitude banded receivers, see Explanation
of Make Offers for Aptitude Banded Receivers on page 760.

For more information on the Make Offers routine for fair banded receivers, see Explanation of
Make Offers for Fair Banded Receivers on page 7162.

NOTE: All changes to the main offer status are reflected in the Preference History.

Running the Resolve Offers Process

The Resolve Offers routine aims to ensure that all students have an allocated (or provisionally
allocated) place at one of their preference receivers (although this is not always possible).

Resolve Offers may be run multiple times as ALT files (including In Year ALT files) are imported
and exported during the offer scheme process. However, the Resolve Offers routine can only be
run once the Make Offers routine has been run.

The routine looks at preferences for both home and coordinating Local Authority bases. Where
students have initial offers for more than one preference, (either as part of Make Offers or from
information received from other coordinating Local Authorities) then Resolve Offers marks the
lower preferences as Q (No Longer Required) and retains the offer for the highest available
preference. One then looks to offer home LA receiver places that have been freed up by this
process to the next ranked student on the list, and so on.

Once the Resolve Offers routine has been run, only offers with a status of P (Provisional), Q (No
Longer Required) or Y (Allocated) are left within the PAN. After the process has been run a
number of times, a "steady state" is reached. This steady state occurs when there are no further
changes in the allocation status codes and the ALT/In Year ALT file contains no students. At this
point, the Final Allocations process can be run.
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To run the Resolve Offers routine:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Offers Processing section.

Students Tests In Year E-App Settings | Sub Groups (4) | Coordinating LAs

=¥ 55 students in this Transfer Group

In order to carry out initial offer processing for all home LA Receivers, click an the '"Make Offers’ button.

| «" Thu, 10 July 2014 07:05:50 Make Offers process complete. 4 offers made.

In order to resolve offers for home and coordinating LAs' preferences, click on the ‘Resolve Offers’ button

==

Click the Resolve Offers button to run the routine.

The Resolve Offers routine differs significantly depending on whether it is run for a Normal
Phased or In Year transfer group, and whether or not the transfer group includes banded
receivers. See the following topics for specific details on the actions that One takes in each of
these scenarios:

m For Normal Phased, unbanded transfer groups, see Explanation of the Resolve Offers
Routine (Phased) on page 167.

m ForIn Year transfer groups, see Explanation of the Resolve Offers Routine (In Year) on page
170.

m For transfer groups including bases using ability, aptitude or discrete banding, see The
Resolve Offers Routine for Ability, Aptitude or Discrete Banded Receivers on page 7173.

m For transfer groups including bases using fair banding, see The Resolve Offers Routine for
Fair Banded Receivers on page 175.

m For transfer groups including bases using a combination of two different types of banding,
see Resolve Offers and Banding Combinations on page 179.

Explanation of the Resolve Offers Routine (Phased)

When you run the Resolve Offers routine for a Normal Phased transfer group that does not have
banding set up, One takes the following actions:

One stores the PAN information of all home Local Authority receiver bases in the transfer group.
One sets preferences that meet either of the following criteria to Q (No Longer Required):
m Any preferences that are of a lower rank than the first offered place for that student.

m Any system generated preferences with a preference number greater than the Process Start
Number.
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There are some exceptions to this process:

= One does not update preferences whose existing offer status is either R (Refused by LA) or X
(Refused by Parent).

m One does not update preferences for any LAs that are not coordinating LAs associated with
the transfer group.

For example, coordinating LAs are not used in Wales. In this circumstance, different LAs may
each make an offer, so these offer statuses are preserved.

m If the highest offered preference is for a receiver in a subgroup that is marked as Do not
include in offer processing, then any lower preferences are only updated to Q (No Longer
Required) as long as they are not also part of a subgroup marked as Do not include in offer
processing.

. One converts all offered places for the students to either P (Provisional), Y (Allocated) or Q (No
Longer Required). The routine used at this point differs depending whether the student's first
preference is offered.

If the first preference is offered:
= One changes the status of the first preference from O (Offered) to Y (Allocated).
m One changes the status of any lower preferences to Q (No Longer Required).

m One checks the No Offer base and changes the status of O (Offer) to Q (No Longer
Required), if applicable (e.g. if a late application is processed for which an offer can be made
or if the LA has allocated a place at a nearby school that wasn’t an originally recorded
parental preference).

Preference Number Original Offer Status ‘ New Offer Status ‘
1 Offered Allocated
2 Offered No Longer Required

If the first preference is not offered:
m One sets the status of the highest offered preference to P (Provisional).
= One changes the status of any lower preferences to Q (No Longer Required).

m If no offer can be made to a parental preference then One assigns a status of O (Offered) to
the No Offer base, followed by Q (No Longer Required) if applicable (e.g. if a late application
is processed for which an offer can be made or if the LA has allocated a place at a nearby
school that wasn’t an originally recorded parental preference).

Preference Number Original Offer Status New Offer Status

1 Not Offered Not Offered
2 Offered Provisional
3 Offered No Longer Required

. One checks the PAN to see if the current base has been filled with students who have an offer

status of O (Offer).

m If the PAN has been reached then One begins to resolve provisional offers (detailed in step
5).

= [If the PAN has not yet been reached then One checks other home LA bases to see if any
students have a provisional place that is of a lower preference number to the current
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preference. If any such places are found, the student is given a place at the higher
preference. This preference is changed to Y (Allocated) if it is the student’s first preference.
Preferences that are not the first preference are set to P (Provisional).

Example 1 - A space becomes available at Base 1 for the student:

Base ‘ Preference ‘ Status Before Processing

No Offer

‘ Status After Processing

Allocated

Provisional

No Longer Required

Example 2 - A space becomes available at Base 2 for the student:

Status Before Processing

Status After Processing

1 1 No Offer No Offer
2 2 No Offer Provisional
3 3 Provisional No Longer Required

If the student has an offer status of Y (Allocated) at a lower preference base and a place
becomes available at a higher preference base, the student is ignored.

Example 3 - A space for the student becomes available at Base 2, but the student already
has an allocated place at Base 3:

Base | Preference Status Before Processing Status After Processing
1 1 No Offer No Offer
2 2 No Offer No Offer
3 3 Allocated Allocated

This process of freeing up places has cascade effects. For example, a place freed up for
student A means that their current provisional offer can be freed up for student B, and so on.
Freeing up places in this way ensures that the base and band PANs are updated to offer the
maximum number of places possible before the processing has finished.

5. One sets each home or coordinating LA student's highest ranked provisional preference to Y
(Allocated). All subsequent preferences are set to Q (No Longer Required).

6. One determines the highest ranked allocated preference for each student and sets any
remaining lower preferences to Q (No Longer Required).

If the sub group has been set as Maintain Waiting List (on the Sub Groups | Details tab) any
preferences ranked higher than the Allocated preference are recorded as W (Waiting List) It is
assumed that, since an applicant puts their preferences in choice order, the lower ranked
preferences would not be wanted.
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Imported Offers

The first time it is run, Resolve Offers only makes offers for the home Local Authority. This is
because ALT files won'’t yet have been exchanged with other coordinating LAs.

Offers that are imported from another LA via the ALT file import process are set to a value of P
(Provisional), regardless of whether the LA is coordinating or not. One then updates this status
to Y (Allocated), or Q (No Longer Required) if necessary.

The Import / Resolve Offers / Export routines are re-run until the import files are empty and the
export files no longer contain any changed records. Once this steady state has been achieved
the Final Allocations process can be run. For more information on Final Allocations, see
Explanation of the Final Allocations Routine on page 180.

Explanation of the Resolve Offers Routine (In Year)

The In Year Resolve Offers routine processes each student who has at least one preference
with an offer status of O (Offer).

Applications which meet any of the following criteria are not included in the In Year Resolve
Offers routine:

= Any applications that have an Application Status linked to an external code of CLOS
(Closed/completed).

= Any applications that have a Place Required date that is after the Offer date of the process
period that is being processed (i.e. the process period with the most recently passed
Process Period Application Closing date).

Furthermore, the Resolve Offers routine only updates a student's offer status to either Y
(Allocated) or P (Provisional) if the application was received before or on the process period's
closing date/ time.

When you run the Resolve Offers routine for a Normal Phased transfer group that does not have
banding set up, One takes the following actions:

. One stores the vacancy information of all home Local Authority receiver bases in the transfer
group that are not linked to a sub group with Do not include in offer processing selected.

In the first run-through of the Resolve Offers routine only, One checks for students who have
multiple offers for Home Local Authority receivers and then updates all preferences in these
applications other than the first offered place to Q (No Longer Required).

. One converts all offered places for the students to either P (Provisional), Y (Allocated) or Q (No
Longer Required). The routine used at this point differs depending whether the students first
preference is offered.

If the first preference is offered:
m One changes the status of the first preference from O (Offered) to Y (Allocated).
m One changes the status of any lower preferences to Q (No Longer Required).

m One checks the No Offer base and changes the status of O (Offer) to Q (No Longer
Required), if applicable (e.g. if a late application is processed for which an offer can be made
or if the LA has allocated a place at a nearby school that wasn’t an originally recorded
parental preference).
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Original Offer Status New Offer Status

Offered

Allocated

2

Offered

No Longer Required

If the first preference is not offered:
m One sets the status of the highest offered preference to P (Provisional).

m One changes the status of any lower preferences to Q (No Longer Required).

m If no offer can be made to a parental preference then One assigns a status of O (Offered) to
the No Offer base, followed by Q (No Longer Required) if applicable (e.g. if a late application
is processed for which an offer can be made or if the LA has allocated a place at a nearby
school that wasn’t an originally recorded parental preference).

Preference Number Original Offer Status New Offer Status
1 Not Offered Not Offered
2 Offered Provisional
3 Offered No Longer Required

4. One checks base vacancies to see if the current base has been filled with students who have an

offer status of O (Offer).

= |f the base vacancy number has been reached then One begins to resolve provisional offers

(detailed in step 5).

m If the base vacancy number has not been reached:

i. One retrieves the base vacancies and subtracts the allocations count (the total of the P, Y

and A allocations). If there are any places remaining then One lists the base as having
vacancies. If the school has no children with a preference that has a status other than P, Y
or A then the school is not listed.

. One lists any schools where there are children waiting to be offered a place and vacancies

exist.

One checks other home LA bases to see if any students have a provisional place that is of
a lower preference number to the current preference. If any such places are found, the
student is given a place at the higher preference. This preference is changed to Y
(Allocated) if it is the student’s first preference. Preferences that are not the first
preference are set to P (Provisional).

Example 1 - A space becomes available at Base 1 for the student:

Base Preference Status Before Status After
Processing Processing
1 1 No Offer Allocated
2 2 Provisional No Longer Required

Example 2 - A space becomes available at Base 2 for the student:

Status After
Processing

Base | Preference | Status Before
Processing

No Offer

No Offer
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Base | Preference | Status Before Status After
Processing Processing
2 2 No Offer Provisional
3 3 Provisional No Longer Required

If the student has an offer status of Y (Allocated) at a lower preference base and a place
becomes available at a higher preference base, the student is ignored.

Example 3 - A space for the student becomes available at Base 2, but the student already
has an allocated place at Base 3:

Base Preference Status Before Status After
Processing Processing

1 1 No Offer No Offer
2 2 No Offer No Offer
3 3 Allocated Allocated

This process of freeing up places has cascade effects. For example, a place freed up for
student A means that their current provisional offer can be freed up for student B, and so
on. Freeing up places in this way ensures that vacancy numbers are updated to offer the
maximum number of places possible before the processing has finished.

One sets each home or coordinating LA student's highest ranked provisional preference to Y
(Allocated). All subsequent preferences are set to Q (No Longer Required).

One determines the highest ranked allocated preference for each student and sets any
remaining lower preferences to Q (No Longer Required).

If the sub group has been set as Maintain Waiting List (on the Sub Groups | Details tab) any
preferences ranked higher than the Allocated preference are recorded as W (Waiting List) It is
assumed that, since an applicant puts their preferences in choice order, the lower ranked
preferences would not be wanted.

NOTE: The Application Status is not updated by the Resolve Offers routine, because some processed
applications may have a status of Waiting for Information from Other Admission Authority. It would
not be appropriate to update the status of these applications.

Imported Offers

The first time it is run, Resolve Offers only makes offers for the home Local Authority. This is
because ALT files won’t yet have been exchanged with other coordinating LAs.

The Import / Resolve Offers / Export routines are re-run until the import files are empty and the
export files no longer contain any changed records. Once this steady state has been achieved
the Final Allocations process can be run. For more information on Final Allocations, see
Explanation of the Final Allocations Routine on page 180.
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Resolve Offers Worked Example

Student John Smith has the following preferences:

m 1st- Abbot Secondary School

m 2nd - Bishop's School

m 3rd - Canon Secondary School.

After the Make Offers routine was run John had the following allocation statuses:
m 1st - Abbot Secondary School — No Offer

m 2nd - Bishop's School — No Offer

m 3rd - Canon Secondary School — Offered.

The Resolve Offers routine is run three times, as detailed in Step 4 of Explanation of the
Resolve Offers Routine (Phased) on page 167.

m 1st run through — no new places become available.
m 2nd run through — a place becomes available at Bishop's School.

= 3rd run through — a place becomes available at Abbot Secondary School.

Running Resolve Offers results in the following changes to the offer status for John:

Preference After Make  After 1% After 2" After 3

Offers Resolve Offers Resolve Offers Resolve Offers
1 - Abbott Secondary | No Offer No Offer No Offer Allocated
School
2 - Bishop's School No Offer No Offer Provisional No Longer Required
3 - Canon Secondary | Offer Provisional No Longer Required | No Longer Required
School

By the end of the Resolve Offers process John now has an allocation to his first preference,
whereas immediately after the Make Offers process he only had an offer at his third.

The Resolve Offers Routine for Ability, Aptitude or Discrete
Banded Receivers

When you run the Resolve Offers routine for a receiver using either ability, aptitude or discrete
banding, One takes the following actions:

1. One stores the PAN information of all home Local Authority receiver bases in the transfer group.

. One sets preferences that meet either of the following criteria to Q (No Longer Required):
m Any preferences that are of a lower rank than the first offered place for that student.

m Any system generated preferences with a preference number greater than the Process Start
Number (along with any associated band preferences).

There are some exceptions to this process:

= One does not update preferences whose existing offer status is either R (Refused by LA) or X
(Refused by Parent).

= One does not update preferences for any LAs that are not coordinating LAs associated with
the transfer group.
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For example, coordinating LAs are not used in Wales. In this circumstance, different LAs may
each make an offer, so these offer statuses are preserved.

m If the highest offered preference is for a receiver in a subgroup that is marked as Do not
include in offer processing, then any lower preferences are only updated to Q (No Longer
Required) as long as they are not also part of a subgroup marked as Do not include in offer
processing.

. One converts all offered places for the students to either P (Provisional), Y (Allocated) or Q (No
Longer Required). Students that are associated with more than one band for a preference are
offered a place in a higher band, with the band offer status of lower band preferences set to Q
(No Longer Required).

The routine used at this point differs depending whether the student's first preference is offered:

m If a banded school first preference is offered, then the status of the band preference changes
from O (Offer) to Y (Allocated). Any lower preferences are changed to Q (No Longer
Required).

Preference Number ‘ Original Offer Status ‘ New Offer Status
1 Offered Allocated
2 Offered No Longer Required

m If the first offer is not the student’s first preference, then the highest offered preference is set
to P (Provisional). Any lower preferences are set to Q (No Longer Required).

Preference Number Original Offer Status New Offer Status
1 Not Offered Not Offered
2 Offered Provisional
3 Offered No Longer Required

. One updates the in-band and total Offer, Allocation/Acceptance and Provisional Allocation
counts for all home LA receivers.

. One checks the PAN to see if the current base has been filled with students who have an offer

status of O (Offer).

m If the PAN has been reached then One begins to resolve provisional offers (detailed in step
6).

m If the PAN has not yet been reached, or if the PAN was reached but places have been freed
up by the Resolve Offers routine, then One allocates free places at banded receivers to
students who currently have an offer status of N (No Offer) or W (Waiting List) for a particular
band. Places are allocated to the students that are next in the band's ranked list.

For example, suppose that a student has an allocated or accepted place at one of their lower
ranked preferences and has a N (No Offer) or W (Waiting List) band preference for a higher
ranked preference band(s). If a space in a higher ranked preference band is freed up by
Resolve Offers, the student is given a place at the higher preference. This preference is
changed to Y (Allocated) if it is the student’s first preference, and P (Provisional) if it is not.

This process applies to both on-time and late applications and still runs if there is another
(lower ranked) preference with a main offer status of Y (Allocated) or A (Accepted) for the
student.

This process of freeing up places has a cascade effect. For example, a place freed up for
student A means that their current provisional offer can be freed up for student B, and so on.
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One processes the receivers three times, ensuring that the base and band PANs are updated
to offer the maximum number of places possible before the processing has finished.

6. One sets each home or coordinating LA student's highest ranked provisional preference to Y
(Allocated). All subsequent preferences are set to Q (No Longer Required).

7. One resolves multiple band associations. If a If a student is associated with two bands within a
preference and the offer status for the higher priority band is updated to Y (Allocated) or P
(Provisional), then the offer status for the lower priority band is updated to Q (No Longer
Required) (unless the existing band offer status is R (Refused by Local Authority) or X (Refused
by Parent).

If the offer status for the lower priority band is updated to Y (Allocated) or P (Provisional) then
the offer status for the higher priority band is not updated.

8. One updates the main offer status for the preference to the most positive of the associated band
preferences, using the hierarchy:

m A (Accepted)

m Y (Allocated)

m P (Provisional)

m O (Offer)

m W (Waiting List)

m N (No Current Offer)

= null

m X (Refused by Parent)
= Q (No Longer Required)
m R (Refused by LA).

One does not allocate places to unranked students within the band, even if there are remaining
places once all ranked students have an allocation.

The Resolve Offers Routine for Fair Banded Receivers

When you run the Resolve Offers routine for a receiver using fair banding only, One takes the
following actions:

1. One stores the PAN information of all home Local Authority receiver bases in the transfer group.
2. One sets preferences that meet either of the following criteria to Q (No Longer Required):
m  Any preferences that are of a lower rank than the first offered place for that student.

m Any system generated preferences with a preference number greater than the Process Start
Number (along with any associated band preferences).

There are some exceptions to this process:

= One does not update preferences whose existing offer status is either R (Refused by LA) or X
(Refused by Parent).

m One does not update preferences for any LAs that are not coordinating LAs associated with
the transfer group.

For example, coordinating LAs are not used in Wales. In this circumstance, different LAs may
each make an offer, so these offer statuses are preserved.
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m If the highest offered preference is for a receiver in a subgroup that is marked as Do not
include in offer processing, then any lower preferences are only updated to Q (No Longer
Required) as long as they are not also part of a subgroup marked as Do not include in offer
processing.

. One converts all offered places for the students to P (Provisional), Y (Allocated) or Q (No Longer
Required). Students that are associated with more than one band for a preference are offered a
place in a higher band, with the band offer status of lower band preferences set to Q (No Longer
Required).

The routine used at this point differs depending whether the student's first preference is offered:

m If a banded school first preference is offered, then the status of the band preference changes
from O (Offer) to Y (Allocated). Any lower preferences are changed to Q (No Longer
Required).

Preference Number Original Offer Status ‘ New Offer Status ‘
1 Offered Allocated
2 Offered No Longer Required

m If the first offer is not the student’s first preference, then the highest offered preference is set
to P (Provisional). Any lower preferences are set to Q (No Longer Required).

Preference Number ‘ Original Offer Status New Offer Status
1 Not Offered Not Offered
2 Offered Provisional
3 Offered No Longer Required

. One updates the in-band and total Offer, Allocation/Acceptance and Provisional Allocation
counts for all home LA receivers.

. One checks the PAN to see if the current base has been filled with students who have an offer

status of O (Offer).

m If the PAN has been reached, then One begins to resolve provisional offers (detailed in step
6).

m If the PAN has not yet been reached, or if the PAN was reached but places have been freed
up by the Resolve Offers routine, then One allocates free places at banded receivers to
students who currently have an offer status of N (No Offer) or W (Waiting List) for a particular
band. Places are allocated to the students that are next in the band's ranked list.

This process of freeing up places has a cascade effect. For example, a place freed up for
student A means that their current provisional offer can be freed up for student B, and so on.
One processes the receivers three times, ensuring that the base and band PANs are updated
to offer the maximum number of places possible before the processing has finished.

One allocates places differently depending on whether the receiver is an OAA receiver or not.
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For OAA Receivers

One processes any preferences whose band offer status is either N (No Offer) or W (Waiting
List) in band rank order.

For example, suppose that a student has an allocated or accepted place at one of their lower
ranked preferences and has a N (No Offer) or W (Waiting List) band preference for a higher
ranked preference band(s). If a space in a higher ranked preference band is freed up by
Resolve Offers, the student is given a place at the higher preference. This preference is
changed to Y (Allocated) if it is the student’s first preference, and P (Provisional) if it is not.

This process applies to both on-time and late applications and still runs if there is another
(lower ranked) preference with a main offer status of Y (Allocated) or A (Accepted) for the
student.

For Non-OAA Receivers

One processes the highest-priority band (i.e. band 1) first. Offers are then resolved for the
next-highest priority band, and so on.

Within a band, One first tries to fill available places from ranked preferences (regardless of
whether they are late or system-generated preferences) within that band, where the band
Offer Status is either N (No Offer) or W (Waiting List).

One processes these No Offer or Waiting List preferences in order of the existing band
rank (highest first - e.g. 1, 2, 3 and so on, where 1 is the highest).

One does not re-sort the list by oversubscription criteria and recalculate a rank. Instead,
One uses the existing rank for home non-OAA schools which have been set by the Make
Offers routine (for all home non-OAA receivers), and the Re-rank Waiting List process for
individual receivers (if changes need to be made to the ranks after the Make Offers
process has been run, for example).

One does not allocate/provisionally allocate places to unranked students.

If the available places can't be filled from students within the current band (because there are
not enough ranked preferences with a band offer status of N (No Offer) or W (Waiting List)),
then One fills the remaining places by pulling students with ranked preferences whose offer
status is either N (No Offer) or W (Waiting List) from that receiver’s other bands.

NOTE: For a detailed explanation of how Fair banding works to pull students in from other bands in a
non-OAA receiver, see Resolve Offers Example for Fair Banding Non OAA Receivers on page 178.

. One sets each home or coordinating LA student's highest ranked provisional preference to Y
(Allocated). All subsequent preferences are set to Q (No Longer Required)..

. One updates the main offer status for the preference to the most positive of the associated band
preferences, using the hierarchy:
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m R (Refused by LA).

One does not allocate places to unranked students within the band, even if there are remaining
places once all ranked students have an allocation.

Resolve Offers Example for Fair Banding Non OAA Receivers

Where there is a place available in a band that can't be filled within that band, One looks to see
if there are any ranked students with a current offer status of N (No Offer) or W (Waiting List) in
any band of higher priority than the current band. Any such students are pulled in from the
higher bands.

Example
A receiver has five bands.

A place in band 3 has been freed up by the Resolve Offers process. One looks to fill this place
with a student from band 2.

When pulling a student from the higher priority band (band 2), One looks to see if there is at
least one ranked student waiting (i.e. a student with status N (No Offer) or W (Waiting List) in the
higher band).

One pulls the student who has the lowest test score of all the students who are currently in band
2 and have an offer status of Y (Allocated), A (Accepted), P (Provisional), O (Offered), N (No
Offer) or W (Waiting List). This student is then assigned rank one in their new band (band 3),
and is given a status of Y (Allocated) if this is their first preference or P (Provisionally Allocated)
if not.

If there is no ranked student (i.e. a student with a status of N (No Offer) or W (Waiting List))
waiting in band 2, then One checks for ranked students who are waiting in the next band up
(band 1).

If such students are found, One looks that the students in band 1 whose offer status is either Y,
A, P, O, N or W, and pulls the student from that group with the lowest test score into band 2.
One then pulls the band 2 student with the lowest test score (where the offer status is one of Y,
A, P, O, N or W) into band 3.

For bands 2 and 3, One assigns a rank of 1 to the pulled preference and increments the existing
ranks by one, ensuring that the students are allocated/provisionally allocated as appropriate.
Students are only pulled into adjacent bands.

If there are no ranked waiting (N, W) students within any higher priority bands than the band
with the place available, then One checks whether there any ranked waiting (N, W) students in
the next lowest priority band. In this example, One checks band 4.

If there are any ranked waiting students in the lower band, then One pulls the student with the
highest test score (where the offer status is one of Y, A, P, O, N or W) into band 3. One assigns
a rank of one more than the lowest ranked preference already in the band to the pulled
preference, (e.g. if the lowest ranked preference was rank 9, then the pulled preference would
be assigned rank 10) and allocates/provisionally allocates the place available as appropriate.

If there are no ranked waiting (N, W) students within band 4, One checks whether there are any
such students in band 5. If so, then One pulls the student with the highest test score in band 5
(where the offer status is one of Y, A, P, O, N or W) into band 4.

One then pulls the student with the highest test score in band 4 (where the offer status is one of
Y, A, P, O, N or W) into band 3 to fill the place available. One assigns a new rank of one more
than the existing lowest rank within the band to the pulled preferences and ensures that the
students are allocated/provisionally allocated as appropriate in both bands.

If there are no ranked waiting (N, W) students at all, then the place is left unfilled.
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Resolve Offers and Banding Combinations

The Resolve Offers routine works differently if the receiver is using a combination of banding
methods, as opposed to a single banding method. For more information on how Resolve Offers
operates when using single banding methods, see The Resolve Offers Routine for Ability,
Aptitude or Discrete Banded Receivers on page 773 for ability, aptitude and discrete banding
and The Resolve Offers Routine for Fair Banded Receivers on page 775 for fair banding.

Ability and Discrete Banding

The Resolve Offers routine processes the bands with the highest priority first. If this results in a
band having vacancies, then the highest ranked children in the band with N (No Offer) status are
allocated/provisionally allocated.

Vacancies in a discrete band within the assessed band are filled from that band’s waiting list
only.

Children who have applied for the assessed band and who have stated that they should not be
considered for the mainstream school are not considered for vacancies in the non-assessed
band.

Aptitude and Discrete Banding

The Resolve Offers routine processes the bands with the highest priority first. If this processing
generates vacancies within the band, then the highest ranked children in that band with statuses
of N (No Offer) are allocated/provisionally allocated.

Vacancies in a discrete band within the aptitude band are filled from that band’s waiting list only.

Children who have applied for the aptitude band and who have stated that they should not be
considered for the mainstream school are not considered for vacancies in the non-aptitude
band.

Aptitude and Fair Banding

Schools using combined aptitude and fair banding can run the Resolve Offers routine in two
ways:

m Make offers for the aptitude band and then make offers to the non-aptitude band based
on fair banding.

Offers are resolved for the aptitude bands first. Any vacancies that are generated in an
aptitude band are filled with the highest ranked children in that band who have a status of N
(No Offer).

The fair band offers are resolved once offers have been resolved for the aptitude bands. Any
vacancies that are generated in a fair band are filled as described in Step 5 of The Resolve
Offers Routine for Fair Banded Receivers on page 175.

If a vacancy is generated in the lowest priority fair band and there is no waiting list, then the
vacancy is filled with the child from the next higher band who has the lowest test score.

m Use fair banding within both the aptitude and the non-aptitude band.

Offers are resolved for the aptitude bands first. Children from the individual fair bands within
the aptitude band are allocated at this point. Any vacancies that are generated in the fair
bands are filled as described in Step 5 of The Resolve Offers Routine for Fair Banded
Receivers on page 7175.

The non-aptitude fair bands are resolved in the same way as the aptitude fair bands once
offers have been resolved for all aptitude bands.
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Running the Final Allocations Routine

The Final Allocations routine deals with any remaining provisional offers and checks that each
Home Local Authority student has at least one preference with a status of Y (Allocated). Any
students who cannot be allocated are assigned to the No Offer base with a status of O (Offer).
These students must then be placed manually.

For English and Welsh LAs, both Make Offers and Resolve Offers must be run before the Final
Allocations routine can be run. However, regions in Norther Ireland can run Final Allocations
without running Make Offers or Resolve Offers first. This enables One to support the admissions
process used in Northern Ireland, whereby a user may wish to use Final Allocations to update
the status of 'finalised' places from Provisional to Allocated before Offer Day.

As with other LAs, regions in Northern Ireland can only run the Final Allocations routine once.
To run the Final Allocations routine:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Offers Processing section.

Students Tests In Year E-App Settings | Sub Groups (1) | Coordinating LAs Feeders|

¥ 2 students in this Transfer Group

In order to resolve offers for home and coordinating LAs' preferences, click on the ‘Resolve Offers’ button

| Resolve Offers |

‘ " Thu, 02 January 2014 11:55:56 Resolve Offers processing has finished.

In order to finalise allocations for home and coordinating LAs' preferences (including adding to waiting lists), dlick
on the 'Final Allocations’ button.

[Final Alocations |

Click the Final Allocations button to run the routine.

Explanation of the Final Allocations Routine
The Final Allocations routine skips applications that meet any of the following criteria:
m Records that have a status of R (Refused by Local Authority) or X (Refused by Parent).

= In year applications that have an application status linked to an external code of CLOS
(Closed/completed).

m Applications that have a Place Required date that is after the offer date of the selected
process period.

m In year applications received after the process period's application closing date:

If an Application Received date has been entered, then only applications with a date that is
on or before the selected process period's application closing date and time are included.

If an Application Received date has not been entered, then only applications where the
application entered date/time is on or before the process period's application closing
date/time are included.

One checks each student to see if they have a single provisional allocation or multiple
provisional allocations. If a single provisional allocation is recorded, One changes that
allocation's offer status from P (Provisional) to Y (Allocated).

_ A&T Back Office Handbook Handbook



Making Offers

2. One checks home and coordinating LA receiver bases to see which provisional offer has the
highest ranking parental preference.

m If the provisional offer has the highest ranking parental preference then One changes the
offer’s status to Y (Allocated).

m If the provisional offer does not have the highest ranking parental preference, One does the

following:

o If a waiting list is being maintained, One changes N (No Offer) to W (Waiting List) for any
higher home Local Authority preferences.

« If a waiting list is not being maintained, One changes P (Provisional) to Q (No Longer
Required) for any lower home or coordinating LA preferences. Changing the preference to
Q frees the place up for another student.

3. One checks for Home LA students who do not have at least one preference with the status Y
(Allocated). If any such students are found, One allocates the students to the No Offer base with
a status of O (Offer). The local authority must then place each student manually.

4. For In Year applications only, One updates the application status (which is only stored for In
Year applications) to the external code OFFW (Offered and waiting for applicant response), for
all students who have been processed and who have been allocated a place.

If a student does not have an allocation to any base then their application status is not updated.
The below example outlines how this process works:

Student 1
Preference Allocation after Resolve Allocation after Final Application
Offers Allocation Status
1 Offered Allocated OFFW
2 No Longer Required No Longer Required
3 No Longer Required No Longer Required
Student 2

Allocation after Resolve

Offers

Allocation after Final
Allocation

Application
Status

1 Null (from OAA) Null OFFW
2 Provisional Allocated
3 No Longer Required No Longer Required

Student 3

Preference

Allocation after Resolve

Offers

Allocation after Final
Allocation

Application
Status

1 Null (OAA) Null
2 No Offer No Offer
3 No Offer No Offer

No change
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Running the Allocate Alternative Places Process

After collecting and validating applications for school places, LAs run offer routines and
exchange files with other LAs in order to try to allocate each child in the transfer group to the
highest possible preference school. For each receiver school, children are ranked in a list based
on the receiver's oversubscription criteria and places are allocated to available spaces. Since
some schools are oversubscribed, it is not always possible to allocate a school place to one of
the preference schools expressed by applicants.

It is the statutory duty of an LA's admissions team to allocate a school place for any child
residing in their LA where an on-time application has been made. Therefore, if it is not possible
to allocate a school place which matches one of the applicant's preferences, then the LA must
find an alternative school place. The Allocate Alternative Places page provides LAs with tools
to help with this process.

Permissions and Prerequisites

For English and Welsh LAs, the Allocate Alternative Places area is only available for normal-
phased transfer groups, and can only be accessed once the Resolve Offers routine has been
run. However, regions in Northern Ireland can run Allocate Alternative Places without running
Resolve Offers first. This enables users to use Allocate Alternative Places to create allocated
preferences quickly at a late stage in the admissions round.

As with other LAs, regions in Northern Ireland can run the Allocate Alternative Places routine
multiple times.

Only users belonging to user groups with either read or read-write access to the Allocate
Alternative Places business process can access the Allocate Alternative Places area. This
business process can be found under the Admissions Offers and Ranks main business
process.

Permissions are managed in the v4 Client via Tools | Permissions | User Group Processes.
For more information on managing permissions, see the Managing Permissions chapter of the
System Managing Users, Groups & Permissions handbook.

The Allocate Alternative Places Tools

The Allocating Alternative Places tools are designed to be flexible. For example, you might
choose to use the School for Allocation and Check Receiver Balances tools multiple times so
that you can see how current receiver balances would be affected in multiple allocation
scenarios. However, the base process to allocate alternative places is as follows:

Open the Allocate Alternative Places page to display a list of students who meet the
unallocated student criteria. For more information on this page and the selection criteria, see
Accessing the Allocate Alternative Places Page on page 783.

Use the Retrieve Home Receivers with Places Remaining dialog to identify schools with
spaces. For more information on this tool, see Identifying Schools with Spaces on page 186.

Use the Calculate distances tool to calculate distances from each student's address to a
selected group of receivers. For more information on this process, see Calculating Distances
When Allocating Alternative Places on page 786.

Select a school for allocation for each student that you wish to allocate a place to. You can do
so either by selecting schools manually, or by using the Copy Nearest School to School for
Allocation function. For more information on selecting a school for allocation, see Selecting
Schools for Allocation when Allocating Alternative Places on page 789.

If required, use the Check Receiver Balances tool to check whether any of the schools for
allocation would be over-allocated if these allocations were to be converted into real allocations.
For more information on Check Receiver Balances, see Checking Receiver Balances when
Allocating Alternative Places on page 791.
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If required, click the Export hyperlink to export the list of students as a .csv file.

Use the Convert 'School for Allocation' into real allocations tool to convert the temporary
allocations selected in the school for allocation column into real allocations. For more
information on generating real allocations, see Converting Schools for Allocation into Real
Allocations on page 193.

Accessing the Allocate Alternative Places Page

The Allocate Alternative Places page provides information to help with the process of
assessing a suitable alternative school place. The page displays a list of students who meet all
of the following criteria:

m Student is associated with the selected transfer group.

m Student's application has not been withdrawn from the procedure.

m Student's Home LA matches the dataset's Home LA as identified in DEF_PARAM.
m Studentis active.

m There is no active preference associated with the student's application that has an offer
status of either Allocated (Y), Accepted (A), Offered (O) or Provisionally Allocated (P)
and is for a receiver other than the transfer group's No Offer or No Application bases.

NOTE: The list of students generated by the Allocate Alternative Places page is different to the list of
students with preferences for the No Application and No Offer bases that is generated by the Make
Offers and Resolve Offers routines. This is because late applications may have been added to the

transfer group after the offer routines were run.

Once the list of students matching the criteria has initially been identified, it is not refreshed
automatically. If a new late application is added to the transfer group, then the student is not
added to the list automatically. Instead, LAs have control over when the list is refreshed (via the
Refresh button) so that they can manage alternative allocations in priority order. The list can be
refreshed at any time.

Data listed on the Allocate Alternative Places page is stored separately from the live
applications area, enabling LAs to try out different allocation combinations before creating ‘real’
allocations.

To display the Allocate Alternative Places page:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Offers Processing section.
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Students E-App Settings | Sub Groups (1) | Coordinating LAS

= 2 students in this Transfer Group
¥ Offers Processing Hide

In order to resolve offers for home and coordinating LAs' preferences, click on the "Resolve Offers’ button

===

‘ «" Thu, 02 January 2014 11:55:56 Resolve Offers processing has finished. Close

In order to finalise allocations for home and coordinating LAs" preferences (including adding to waiting lists), click
on the ‘Final Allocations’ button.

inl Aloctos |

If there are still unallocated Home LA students remaining, click on the 'Allocate Alternative Places’ button to launch
an area to review and manage this list.

|- Allocate Alternative Places |

3. Click the Allocate Alternative Places button to display the Allocate Alternative Places page.

n- Allocate Alternative Places - spz 2015 school Preference Data P TG

Retrieve Home Receivers with places remainin Check Receiver Balances Convert "School for Allocation' into real allocations

Back to Transfer Groups

Total ber of llocated home stud: 19 Select school for allocation from :

Find Studer

Find Student: StudentTD|Clear Selection | Home Receivers with spaces | v |

2/ No | ‘ Clear Filters

Filter by

Name j0 ] Gender School for Allocation On-Time Postcode Nearest School NS Dist. Next Nearest School NNS Dist.
Preference 44, Student 44 $44 Receiver, LA or School No @

Dob: 10/03/2011 Female | x

Preference6, Student’'s Middle-6 Receiver, {A or School No. @

Dob: 01/12/2010 Female ’ | v MKAS .,

Ll i 3

The list was last generated at: 16/05/2019 14:36:55 | i Refresh

Calaulate distances Copy Nearest school to *‘School for Allocation’

If the list of unallocated students has not yet been identified, a confirmation dialog is displayed. If
this dialog is displayed, click the Continue button to display the Allocate Alternative Places
page.

The table of students in the Allocate Alternative Places page can be filtered using the fields at
the top of the table. You can also sort the columns by clicking on the column headers. To sort
the list by multiple data items, shift-click on the appropriate column headers.

The filter and sort functions can be combined, so that you could filter a list by nearest school, for
example, and then sort the resulting list of students based on whether their applications were on
time or not. You can also export the filtered and sorted list as a .csv file by clicking the Export
hyperlink. Exported lists contain three additional data items: SEN Status, Address Easting and
Address Northing.

The table contains the following information:
= Name
= ID

= Gender

184 A&T Back Office Handbook Handbook



Making Offers

m School for Allocation: The school that the student is to be allocated to. Note that the
student is not allocated to the school until the Convert 'School for Allocation' into real
allocations routine is run. This feature enables you to experiment with different allocation
combinations for your unallocated students.

For more information on selecting schools for allocation, see Selecting Schools for Allocation
when Allocating Alternative Places on page 7189.

For more information on running the Convert 'School for Allocation' into real allocations
routine, see Converting Schools for Allocation into Real Allocations on page 193.

m On-Time: Displays a tick if the student's application was received on-time, a cross if the
application was received late, or a dash if there are no active parental preferences for the
application (i.e. there are no preferences with a preference number that is less than the
Transfer Group System-Generated Number).

The business rules for the On-time flag depend on the setting of the Late Application rule:
If the rule is set to Consider application late if ALL active preferences are late:

e The flag displays as late if all of the active parental preferences for the application have
the Late flag selected.

o Otherwise, if there any active parental preferences, then the flag displays as on time.
If the rule is set to Consider application late if ANY active preferences are late:

o The flag displays as late if any of the active parental preferences for the application
have the Late flag selected.

o Otherwise, if there any active parental preferences, then the flag displays as on time.

For more information on setting the Late Application rule, see Oversubscription Criteria on page
90.

m Postcode

m Nearest School: The name of the nearest school to the student. This information is only
displayed once the Calculate Distances routine has been run. For more information on
running the Calculate Distances routine, see Calculating Distances When Allocating
Alternative Places on page 186.

m NS Dist: The distance to the student's nearest school. This information is only displayed
once the Calculate Distances routine has been run. For more information on running
Calculate Distances, see Calculating Distances When Allocating Alternative Places on page
186.

= Next Nearest School: The name of the second nearest school to the student. This
information is only displayed once the Calculate Distances routine has been run. For more
information on running the Calculate Distances routine, see Calculating Distances When
Allocating Alternative Places on page 786.

m NNS Dist: The distance to the student's second nearest school. This information is only
displayed once the Calculate Distances routine has been run. For more information on
running the Calculate Distances routine, see Calculating Distances When Allocating
Alternative Places on page 186.

m Address: If the selected transfer group's Use Admissions Address setting is selected, then
this field displays the student's admissions address. Otherwise, it displays the student's
correspondence address.

m Pref 1 School: The name and school number of the student's first parental preference.
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m P1 Religion: The school religion of the student's first parental preference. This column is only
displayed if the preference has an Applicant Reason of Religion.

m P1 Gender: The school gender of the student's first parental preference. This column is only
displayed if the preference has an Applicant Reason of School Gender.

m P1 Tch Medium: The teaching medium of the student's first parental preference (if
expressed).

Identifying Schools with Spaces
. Open the Process | Transfer Groups | Students | Allocate Alternative Places page.

. Click the Retrieve Home Receivers with Spaces Remaining hyperlink. A dialog listing bases
that meet all of the following criteria is displayed:

m The LA number matches One's Home LA setting.

m The base has a PAN (Published Admission Number) recorded for the year that matches the
Transfer Group Year and the NCY that matches the Transfer Group NCY.

m When the PAN for the Transfer Group Year and NCY is compared to the number of
allocations (i.e. preferences in the CHOICES table with an offer status of Offered,
Provisional Allocation, Allocated or Accepted) for that receiver within the transfer group,
there are places remaining.

q- Home Receivers with Places Remaining - SP2 2015 School Preference Data P TG

Total number of Receivers: 16 Total number of Actual Spaces: 2827 Total number of AP Allocations displayed: 0 [ Export

Base Name PAN Actual Spaces AP Allocation Balance OAA Control Gender Selective Teaching Medium
Pinchmill School (p4mt)

School No: 2041 100 S8 o] S8 Co-Ed

Type: Primary

Potton Lower School (p4r)
School No: 8001 110 108 o] 108 Co-Ed
Type: Primary

| | | B oo

As well as basic details about each receiver, this dialog displays the following information on
place numbers:

m PAN - for the transfer group year and the transfer group's Intake NCY.

m Actual Spaces - The current number of free spaces at the base in the live applications area
(i.e. the balance value taken from the Bases | Receivers area).

m AP Allocation - The number of home LA unallocated students in the unfiltered Allocate
Alternative Places list (not including students previously allocated through the process in
this transfer group) who have this school selected as their School for Allocation.

m Balance - This field acts differently depending on whether the PAN is known:

If the PAN is known, then the Balance field displays Actual Spaces minus AP Allocation
- this may be a positive or negative number.

If the PAN is not known, then the Balance field is the negative of the AP Allocation field.
For example, if the AP Allocation was 5, then the Balance would be -5.

Calculating Distances When Allocating Alternative Places

The Calculate Distances tool enables you to calculate the distances from each unallocated
student's address to a group of receivers. You can either calculate distances to all home LA
receivers, or to a selected receiver group.

. Open the Process | Transfer Groups | Students | Allocate Alternative Places page.
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2. Click the Calculate Distances hyperlink to display the Calculate Distances dialog.

3.

Q Calculate Distances

Transfer Group: School Preference Data P TG

Username: SYSADMIN

Selected Receivers:

Calculation Criteria - Nearest Point On Base: Mearest Site

Calculation Criteria - Distance Calculation Method: Driving

Started: 16/05/2019 14:48:32

Number of Students Processed: 9, Total Number of Students to Process: 9
Finished: 16/05/2019 14:50:18

Export results

Calculations Status

i+ Refresh Close

Recalculate distances

If you have calculated distances for this transfer group before, click the Recalculate Distances

button. The Capita One - Calculate Distances dialog is displayed, asking whether you want to
calculate distances to a selected group of receivers, or to all home receivers with spaces.

If you have not calculated distances for this transfer group before, then the Capita One -

Calculate Distances dialog is displayed automatically.

/1. Capita One - Calculate Distances

Do you wish to calculate distances for either "Home Receivers with spaces’ or
'Selected Receivers'?

Home Receivers with Spaces SEIECted Rece“‘ers

= [If you wish to calculate distances to all home receivers with spaces, click the Home
Receivers with spaces hyperlink to display the Process Distances For Transfer Group

dialog.

NOTE: When considering whether each home receiver has ‘spaces’, One takes into account both the
actual spaces (from the live applications area) and the Schools for Allocation entries. One selects
any home receivers whose the Balance is > 0 (as displayed on the Check Receiver Places page).

Q Process Distances For Transfer Group: School Preference Data a
PTG

The address used for these calculations will be the Current Address, as defined by the Transfer
Group "Use Admission address’ setting. Where this is empty the Admission address will be used.
Where applications have both admission and current addresses empty, these applications will not
be processed

Calculation Criteria

Nearest Point On Base Nearest Site v

Distance Calculation Method Driving v

Cancel Process All Distances Process Uncalculated Distances

m If you wish to calculate distances to a specific group of receivers:

i. Click the Selected Receivers button to display the Select Receivers dialog.
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Q Select Receivers

| abing | | O Home LA (® All Bases || Clear Search

Actual AP
Spaces Allocation

Actual AP

Balance OAZ [ ] Base Name PAN 5 Allocation

[ ] Base Name PAN
Abington Vale Primary

school s
L] school No: 928 2177 g g g ||
Type: Primary _—
| Remove |
1 i v q i

»
Total Mumber of Selected Receivers: 0 [ |
o IETEN

ii. Optionally, use the search fields to filter the list of bases in the left-hand column.

iii. Select the check box for each of the bases that you wish to measure distance to. To select
all bases, select the topmost check box.

iv. Click the Select button in between the two lists to move the selected bases to the right-
hand list.

v. Click the Select button at the bottom of the dialog to confirm your selections and close the
dialog. The Process Distances For Transfer Group dialog is displayed.

Q Process Distances For Transfer Group: School Preference Data a
PTG

The address used for these calculations will be the Current Address, as defined by the Transfer
Group "Use Admission address” setting. Where this is empty the Admission address will be used.
Where applications have both admission and current addresses empty, these applications will not
be processed

Calculation Criteria

Nearest Point On Base Mearest Site

Distance Calculation Method Driving

Cancel Process All Distances Process Uncalculated Distances

4. Select the point on the base that you wish to measure to. The available options are:

m Nearest Site: One ignores any geocoded gates.
m Nearest Gate: One ignores any geocoded sites.

m Nearest Gate or Site: If both are geocoded One uses whichever is nearest to the student's
address.

= Nearest Gate, if no Gate then Nearest Site: One looks for a geocoded gate first. If both
gate and site are geocoded then One uses the gate in preference.

If the site / transfer group is using GIS, then select a Distance Calculation Method from the
drop-down menu. The available options are:

= Driving

m Walking: There must be a safe walking route network map for the Local Authority area within
the GIS utility in order to use Safe Walking Distance.

m Direct: Calculates a straight line distance between the student's address and the base, using
curved earth.

NOTE: If the site / transfer group is not using GIS, then only the Direct option is available. Distances are
calculated using Pythagoras' theorem rather than curved earth for non-GIS sites.
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6. Select the distances that you wish to process:

1.

m Click the Process All Distances button to process all distances to the selected receivers.

NOTE: The Process Uncalculated Distances button is only displayed once the Calculate Distances
routine has already been run at least once. Only the Process All Distances button is displayed on
the first time you run the routine.

m Click the Process Uncalculated Distances button to process:
Those distances to receivers that have not already been calculated.
Distances for students for whom previously distances were not calculated in this area.

One calculates the selected distances, using the transfer group’s Use Admissions Address
setting to determine whether the student’s admissions address or correspondence address is
used for the calculations. Depending on the volume of data to calculate, the calculation
process may take some time (potentially up to a few hours). The Process Distances dialog
displays a running total of processed students.

Once the distance calculations have finished:

The Export hyperlink is displayed, enabling you to export your results in either .CSV,
XLS. XML or .HTM format.

The Refresh Nearest Schools Columns hyperlink is displayed on the Allocate
Alternative Places page. Click this button to update the Nearest School, NS Dist., Next
Nearest School and NNS Dist. fields for the students in the list.

If the transfer group is set up to use GIS, then the Nearest School, NS Dist., Next
Nearest School and NNS Dist. fields are clickable links. Click on one of these fields to
display the walking and driving routes to the relevant school in a map dialog.

Any errors are written to the error log, accessible by clicking the Error Log tab on the
Calculate Distances dialog.

Selecting Schools for Allocation when Allocating Alternative
Places

The Allocate Alternative Places page enables you to select a school for allocation for a
student before you create a "real" allocation for that student. Selecting a school for allocation
creates a temporary allocation that only exists within the Allocate Alternative Places area,
enabling you to see what effect allocating a particular student to a particular school would have
on allocation numbers before any concrete changes are made.

There are two methods of selecting schools for allocation in the Allocate Alternative Places
page. You can either select schools manually, or use the Copy Nearest school to 'School for
Allocation’ routine to select the nearest schools for a group of students.

Selecting Schools Manually
Open the Process | Transfer Groups | Students | Allocate Alternative Places page.
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# Allocate Alternative Places - spz 2015 schoal Preference Data P TG

Retrieve Home Receivers with places remainin Check Receiver Balances Convert "School for Allocation' into real allocations

Total number of unallocated home students : 9 Select school for allocation from :

| | ‘ Clear Selection | Home Receivers with spaces

Filter by

| ‘ || | ‘| Clear Filters

Name j0 ] Gender School for Allocation On-Time Postcode Nearest School NS Dist. Next Nearest School NNS Dist. *
Preference 44, Student 44 $44 .

Dob: 10/03/2011 Female | | x

Preference6, Student’'s Middle-6 .

Dob: 01/12/2010 Female | | . Iy MK45

b [l
The list was last generated at: 16/05/2019 14:36:55 | i Refresh

Caloulate distances

Back to Transfer Groups

2. Select whether you want to select from All Receivers or only Home Receivers with spaces
using the Select school for allocation from menu.

NOTE: When considering whether each home receiver has ‘spaces’, One takes into account both the
actual spaces (from the live applications area) and the Schools for Allocation entries. One selects any
home receivers whose Balance is > 0 (as displayed on the Check Receiver Places page).

3. Select a school for allocation for the student. You can do this in two ways:

m Type part of the name or school number directly into the student's School for Allocation
field and select from the autosuggested matching items.

m Select a school using the Select a Receiver dialog:

i. Click on a student's School for Allocation browse to display the Select a Receiver

dialog.
€}, Select a Receiver (X}
| Search School for allocation from : Home Receivers with space
| Clear Search
Base Name LA Sch. No. =
Pinchmill School (p4mt) 820 2041
Potton Lower School (p4r) 820 8001

ii. Optionally, enter a Base Type, Base Control, Base Name, LA No or School No to filter
the receiver list.

iii. Highlight a receiver and then click the Select button to select that receiver as the student's
School for Allocation and close the dialog.

4. Click the Save button to save your changes.

If you selected a school(s) where the AP Balance is less than 0 then One displays a warning
dialog stating that the school will exceed PAN if you continue with the allocation. However, the
data is still saved.

NOTE: To delete a school for allocation from the Allocate Alternative Places page, clear the school
name from the relevant student's School for Allocation field and then click the Save button.
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Copying Nearest Schools to the School for Allocation Field
Open the Process | Transfer Groups | Students | Allocate Alternative Places page.

* Allocate Alternative Places - sp2 2015 school Preference Data P TG Back o Transfer Groups

Retrieve Home Receivers with places remainin Check Receiver Balances Convert "School for Allocation’ into real allocations

Total number of unallocated home students : 9 Select school for allocation from :

| | ‘ Clear Selection | Home Receivers with spaces

Filter by

| ‘ || | ‘| Clear Filters

Name j0 ] Gender School for Allocation on-Time Postcode Nearest School NS Dist. Next Nearest School NNS Dist. *
Preference 44, Student 44 S44 .

Dob: 10/03/2011 Female | | x

Preference6, Student's Middle-6 .

Dob: 01/12/2010 Female | | . v MK45

[l i v
The list was last generated at: 16/05/2019 14:36:55 | Refresh

Caloulate distances

If required, use the fields at the top of the page to filter the list of unallocated home students.

3. Click the Copy Nearest school to 'School for Allocation’ hyperlink to begin the allocation

1.

process for the students displayed in the list. Any students who already have a school for
allocation assigned are not affected.

One may display some confirmation dialogs at this point, depending on the data to be
processed.

m If the list is filtered, One displays a confirmation dialog stating that only the students in the
filtered list will be updated. Click the Continue button to close the dialog and proceed, or the
Cancel hyperlink to cancel.

m If the routine would allocate a student to a home receiver that does not have any free spaces,
One displays a warning dialog. Click the Continue button to close the dialog and proceed, or
the Cancel hyperlink to cancel.

One displays a message once the routine is complete.

Checking Receiver Balances when Allocating Alternative

Places

The Check Receiver Balances page displays a list of home LA receivers that have places
remaining (according to the live preferences area and not including Schools to be Allocated in
the AAP area) as well as any other receiver that has been identified as a school for allocation
within the transfer group. The list shows the current number of free spaces at the receiver, the
number of places temporarily allocated at the receiver as a result of the Allocating Alternative
Places process and the number of places that would be remaining at the base if the temporary
allocations made in the Allocating Alternative Places screen were to be converted into real
allocations.

Open the Process | Transfer Groups | Students | Allocate Alternative Places page.
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@ Allocate Alternative Places - spz 2015 School Preference Data P TG Back to Transer Groups
Retrieve Home Receivers with places remainin Check Receiver Balances Convert "School for Allocation' into real allocations
Total number of unallocated home students : 9 Select school for allocation from :
| | ‘ Clear Selection | Home Receivers with spaces
Filter by
| | || | Search | Clear Fiters
Name B j0 ] Gender School for Allocation On-Time Postcode Nearest School NS Dist. Next Nearest School NNS Dist. *
Preference 44, Student 44 $44 .
Dob: 10/03/2011 Female | | x
Preference6, Student’'s Middle-6 .
Dob: 01/12/2010 Femde | VR M4 |+
4 [l 3
The list was last generated at: 16/05/2019 14:36:55 | i Refresh
Caloulate distances

Click the Check Receiver Balances hyperlink to display the Check Receiver Balances page in
a separate browser window. This page displays a list of bases that meet either of the following
criteria:

= Home receivers that have spaces remaining.

m Bases that have been selected as a school for allocation.
The list displays the following information on allocation numbers:
m PAN: The PAN of the base.

m Actual Spaces: The current number of free spaces at the base in the live applications area
(i.e. the balance value taken from the Bases | Receivers area).

m AP Allocation: The number of places reserved at the base as a result of the Allocating
Alternative Places process.

m Balance: The number of places that would be remaining at the base if the reserved
allocations made in the Allocating Alternative Places screen were to be converted into real
allocations.

u- AP Schools for Allocation Balances - SP2 2015 School Preference Data P TG
Includes Home Receivers with places remaining
Total number of Receivers: 16 Total number of Actual Spaces: 2827 Total number of AP Allocations displayed: 0 [ Export
| | | | AP Schools for Allocation + Home Receivers with spaces ||
Base Name - LA No PAN Actual Spaces AP Allocation Balance OAA Control Gender Selective Teaching Medium
Pinchmill School (pamt)
School No: 2041 g20 100 98 o 93 Co-Ed
Type: Primary
Potton Lower School (p4r)
School No: 8001 820 110 108 0 108 Co-Ed
Type: Primary

If required, enter a Base Name or School No., Base Control or Base Type and then click the
Search button to filter the list.

NOTE: To export the list of receivers and balances as a .csv file, click the Export hyperlink and select a
save location for the file from the Windows Save As dialog.
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Converting Schools for Allocation into Real Allocations

The Convert 'School for Allocation' into real allocations function converts the entries in the
School for Allocation column into 'live' allocations.

Before running this function, you must specify an Alternative Places Preference Number for
the transfer group. The Alternative Places Preference Number is the preference number used
when creating system-generated allocated preferences. For example, your LA may have a
policy stating that the preference number should be set to 10 where an alternative place has
been allocated, so that such preferences can easily be identified. In this example, the
Alternative Places Preference Number would be set to 10.

This number can be set above or below the value of the System Generated Preferences
Starting No. (which defaults to 20), but you should ensure that the Alternative Places
Preference Number is significantly greater than the highest parental preference number, so
that you can distinguish these preferences from parental preferences easily . Capita
recommends using a value of at least 10.

1. Define an Alternative Places Preference Number.

a. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

b. Click the Edit hyperlink to display editable fields relating to transfer group details.

Feeders: 65 Receivers: 34 In Year [] Active

Use GIS Use Admission Address [ System Generated Preferences Starting No Hide Applic. Verification [_| Prevent OAA ranking online [

=

Primary to Secondary

E= " 2019 - 01/09/2019 - 31/08/2020*

‘UNC:A+T Dummy / No Form *

5 ‘UNC:A+T Withdrawn *

4| Alternative Places Preference Number

Late Application Rule

‘UNC:A+T No Offer * :
(for Alternative Places)

% ‘UNC:A+T Import No Current School

‘Late’ if ALL active preferences are late

c. Enter a number into the Alternative Places Preference Number field and then click the
Save button to save your changes.

2. Open the Process | Transfer Groups | Students | Allocate Alternative Places page.

S sae |

# Allocate Alternative Places - sp2 2015 Scheol Preference Data P TG

Retrieve Home Receivers with places remainin Check Receiver Balances ~ Convert "School for Allocation’ into real allocations
Total number of unallocated home students : 9 Select school for allocation from :
| | ‘ Clear Selection | Home Receivers with spaces
Filter by
| | || | Search | Clear Fiters
Name B D Gender School for Allocation On-Time Postcode Nearest School NS Dist. Next Nearest School NNS Dist. ~
Preference 44, Student 44 S44 .
Dob: 10/03/2011 Female | | x

Preference6, Student’'s Middle-6 .
Dob: 01/12/2010 Female | | . v MK45

4 [l 3

The list was last generated at: 16/05/2019 14:36:55 | i Refresh

Calculate distances

Back to Transfer Groups

3. If you wish to convert allocations for a subset of the students in the list (as opposed to all
students), use the filter controls to select the students whose allocations you wish to convert.
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Click the Convert 'School for Allocation' into real allocations hyperlink. A confirmation dialog
is displayed.

‘ NOTE: The Convert ‘School for Allocation’ into real allocations hyperlink is only displayed if you
have write permission to Allocate Alternative Places and if at least one student in the list has a School
for Allocation populated.

Click the Continue button to begin the conversion routine. One may display some confirmation
dialogs, depending on the data to be processed.

m [f the list is filtered, One displays a confirmation dialog stating that only the students in the
filtered list will be updated. Click the Continue button to close the dialog and proceed, or the
Cancel hyperlink to cancel.

m If the routine would allocate cause any home LA receivers to become 'allocated over PAN',
then One displays a dialog listing the affected schools. Click the Continue button to close the
dialog and proceed, or the Cancel hyperlink to cancel.

The routine creates preferences for the schools for allocation with an offer status of Allocated
for each of the selected students. The preference number is the transfer group’s Alternative
Places Preference Number.

Once the routine has finished, One displays a dialog showing the total allocations successfully
created, a list of over-allocated home receivers (if applicable) and a list of students for whom
allocations could not be created (if applicable).

Students may not be allocated for various reasons. For example, the student may have recently
received an allocation in the live applications area, they may have been withdrawn from the
process, or they may have made inactive.

Once finished, the list of students is automatically refreshed to show the remaining unallocated
home LA students.

Publishing Offer Information Online

The Publish Offer Information Online process feeds the offer status information for all automatic
offer emails and users of the Admissions & Transfers Online public facing software. The process
must be run in order to publish the offer information online.

English and Welsh LAs must run Resolve Offers before Publish Offer Information Online can be
run. However, regions in Northern Ireland can run Publish Offer Information Online without
running Resolve Offers first. This enables One to support the admissions process used in
Northern Ireland, whereby a user may wish to use Publish Offer Information Online to store a
snapshot of preferences data on Offer Day, which can be used in management reports even
though the live applications & preferences may later change.

As with other LAs, regions in Northern Ireland can only run the Publish Offer Information Online
routine once.

IMPORTANT NOTES: Publish Offer Information Online is a once-only process that is designed to
publish offer information as it stands on the offer date. Any offer status changes made after the offer date
cannot be published online.

In order for the offer emails sent via A&T Online to be seeded with appropriate information, LAs must run
the Publish Offer Statuses Online process no later than the day before the publicise date. Offer emails
cannot be sent if Publish Offer Statuses Online has not been run. Offer information is not displayed in
A&T Online prior to the Publicise date even once the Publish Offer Statuses Online process has been
run.

If you do not run the process in time a warning email is sent to your mailbox, telling you how to remedy
the situation. For the text of this email, see Appendix D — A&T Email Text on page 287
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To publish offer information online:

1. Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

2. Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Offers Processing section.

Students E-App Settings | Sub Groups (12) | Coordinating LAs

=¥ 1179 students in this Transfer Group

Offers Processing

In order to resolve offers for home and coordinating LAs' preferences, dick on the "Resolve Offers’ button

===

‘ «" Thu, 16 May 2019 15:35:49 Resolve Offers processing has finished.

In order to finalise allocations for home and coordinating LAs' preferences (including adding to waiting lists), click on
the "Final Allocations' button.

(Firal Alocations |

In order to publish the offer information online for all students in the transfer group, dick on 'Publish Offer
Information Online’ button. This is a once-only process that is designed to publish offer information as it is on the
Offer Date. If offer statuses are chanoed after the Offer Date in the Back Office system, then there will not be an
opportunity to publish these changes online

|. Publish Offer Information Online |

3. Click the Publish Offer Information Online button to run the routine. All active student
applications, along with their offer status information for preferences, are exported to the
AT_APPLICATION_TRANSFER table.

System generated preferences (i.e. those preferences where the preference number is equal to
or greater than the Transfer Group Process Start Number) are exported if they have an offer
status of O (Offer), Y (Allocated), A (Accepted by Parent) or P (Provisional).

Applications that are withdrawn or inactive are not exported.

Once the Publish Offer Information Online process has been run, the applicant can view the
offer statuses for each of their preferences in Admissions Online.

NOTES: The Publish Offer Information Online status message refreshes every five seconds. If, after
two minutes, the message is still indicating that the routine has not started, check with your System
Administrator to verify whether the integration service is still running.

Publish Offer Information Online can only be run once for a specific transfer group, because online
offer information should always match the offer letter sent to applicants on 1st March. It is not necessary
to re-run the routine, even if subsequent offer status changes are made as part of the appeals process.

Running the Final Transfer Process

The Final Transfer routine updates the registered base for students in the transfer group. This
routine should be run immediately prior to the start of the new academic year or at the start of
the new academic year, once all allocation, management and appeals processes are finished for
the transfer group.

NOTE: Northern Ireland regions can run Final Transfer without running any offer routines first. This
enables One to support the admissions process used in Northern Ireland, whereby a user may wish to
use Final Transfer to create school history records based on allocated schools.
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IMPORTANT NOTE: Although it is possible to run Final Transfer before the end of the summer term, you
should consider the implications of running this routine before the end of the summer term, as the
Registered Base field may be in use by other modules.

You should not run the Final Transfer routine if your Local Authority is using B2B Students or XML Data
Exchange to update your One School History information from SIMS. ‘

To run the Final Transfer routine:

Select a transfer group. For more information on selecting transfer groups, see Selecting a
Transfer Group on page 80.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the Post
Offer Processing section to display the Final Transfer fields.

Students Tests E-App Seltings | Sub Groups (4) | Coordinating LAS Feeders

2 18 students in this Transfer Group

1. This process will update the Registered Base for students in the transfer group. It is recommended that this routine be run immediately prior to the start of the new academic year or at the start of the new academic year.
The Implications of running this routine before the end of the summer term must be considered as the Registered Base field may De informing other modules. It is NOT appropriate to run the Final Transfer routine if your
Local Authority is using B2B Students functionality or XML Data Exchange to update your School History information in One from SIMS.

Old History Record

E£nd Dale 3082015 |

Leaving Reason |

New History Record

Start Date 010812015 |

Joining Reason |

e

0 Students tramsferred.

0 Students not fransferred

This routine has not been run yet.

Enter an End Date, Leaving Reason, Start Date and Joining Reason. These fields are used
to populate the new school history records created by the routine.

Click the Process button. A warning dialog is displayed.
Click the OK button to run the Final Transfer routine.

A printable error log is produced as the routine runs. Once the routine has run you can also
produce a Crystal report on students successfully allocated.

You can repeat the Final Transfer process as required, until all students are successfully
allocated. If a student has not been transferred to a receiver when they should have been. You
can add or edit their details, allocate and repeat the Final Transfer routine. Final Transfer is
disabled once there are no further records in the error log.

Note that school history records are not overwritten by subsequent re-runs. If you alter the
allocated receiver school and repeat Final Transfer, then an additional school history is created
with the start date 01/09/yyyy. The record created during the first Final Transfer run now has a
Start Date of 01/09/yyyy and an End Date of 31/08/yyyy.
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Explanation of the Final Transfer Process
The Final Transfer creates a new record in the school history of each student.

Where no School History record with a registered base exists for a student, then the Final
Transfer process creates a School History record for that student for their allocated receiver
base.

The registered base for each student is updated to the receiver school for all students in the
transfer group with an allocated receiver base for whom the following circumstances do not
apply:

= If a student has an existing School History record with a start date on or after the start date

on the Final Transfer Details window at a registered base that does not match the allocated
base, then the Final Transfer routine writes the following message to the error log:

No update, already at NNNN XXXX" where NNNN is the BASES.DES NO and XXXX is the
BASES.BASE_NAME.

The School History is not updated in this case.

If a student has an existing School History record with a start date on or after the start date
on the Final Transfer Details window at a registered base that does match the allocated
base, then running the Final Transfer routine does not update the School History.

However, no message is written to the error log, as the student is already registered at the
allocated base.

The records created by the Final Transfer routine, and the routine's treatment of existing
records, differs depending on the student's existing school history, registered base, start date
and end date:

Students with existing school history, a registered base, a start date earlier than
the Final Transfer parameter start date and no end date:

Original School History Record:

School History Value

Data Item

Registered flag Changed from True to False

End Date Set to the End Date specified in the Final Transfer parameters

Leaving Reason Set to the Leaving Reason specified in the Final Transfer parameters (if the
existing school history record does not have a leaving reason)

New School History Record Created:

School History Data ltem ‘ Value

Base Name The allocated base

Registered flag True

Dual Registration flag False

Guest flag False

Residential flag False

Registration Type MN-S (main registered base, no dual)

Start Date Set to the Start Date specified in the Final Transfer parameters.
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School History Data ltem | Value

End Date

Null

Days per Week

5.0

Reason for Joining

Set to the Joining Reason specified in the Final Transfer parameters.

Reason for Leaving

Null

Students with existing school history, a registered base, a start date earlier than
the Final Transfer parameter start date and an end date earlier than the Final
Transfer parameter end date:

Original School History Record:

School History

Data Item

Registered flag

Changed from True to False

End Date

Left untouched

Leaving Reason

Set to the Leaving Reason specified in the Final Transfer parameters (if the
existing school history record does not have a leaving reason)

New School History Record Created:

School History Data Item  Value

Base Name The allocated base
Registered flag True

Dual Registration flag False

Guest flag False

Residential flag False

Registration Type MN-S (main registered base, no dual)

Start Date Set to the Start Date specified in the Final Transfer parameters.
End Date Null

Days per Week 5.0

Reason for Joining

Set to the Joining Reason specified in the Final Transfer parameters.

Reason for Leaving

Null
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Students with no School Histo
School History Data ltem | Value

Base Name The allocated base
Registered flag True
Dual Registration flag False
Guest flag False
Residential flag False

Registration Type MN-S (main registered base, no dual)

Start Date Set to the Start Date specified in the Final Transfer parameters.
End Date Null

Days per Week 5.0

Reason for Joining

Set to the Joining Reason specified in the Final Transfer parameters.

Reason for Leaving

Null

Students with a School History but no Registered Base and where there is no
School History record for the Allocated Base that has a start date on or after the

Start Date in Final Transfer parameters

School History Data ltem | Value

Base Name The allocated base
Registered flag True
Dual Registration flag False
Guest flag False
Residential flag False

Registration Type MN-S (main registered base, no dual)

Start Date Set to the Start Date specified in the Final Transfer parameters.
End Date Null

Days per Week 5.0

Reason for Joining

Set to the Joining Reason specified in the Final Transfer parameters.

Reason for Leaving

Null
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Students with a School History but no Registered Base and where there is a
School History record for the Allocated Base that has a start date on or after the
Start Date in Final Transfer parameters

School History Data ltem ‘ Value

Base Name Left as the allocated base

Registered flag True (changed from false)

Dual Registration flag False

Guest flag False

Residential flag False

Registration Type MN-S (main registered base, no dual)
Start Date Set to the Start Date specified in the Final Transfer parameters.
End Date Not updated

Days per Week 5.0

Reason for Joining Not updated

Reason for Leaving Null

NOTES: All new School History records are created with a registration type of MN-S (Main registered
base, no dual). Any dual registrations for students need to be recorded manually. The registration type
for the registered base School History record should be changed to MN-D manually when recording dual
registrations.

The Base Merge routine does not update A&T preferences. If bases that are no longer considered active
have been used for preference recording, it is important that the preference continues to reflect the
original parent selection.

However, if your LA is using the Final Transfer routine to update the school history, then if the allocated
base is the old inactive base then the school history is created for this base. As such, Local Authorities
are advised to consider running the Base Merge routine after Final Transfer in this situation.

Resetting Offer and Allocation Information

The Reset Processes section of the Process | Transfer Groups | Students page enables you
to remove a student’s offer/allocation information and start the offer process again from scratch.

There are three processes available from this screen:

m Reset Allocations: Retains preferences but clears offer statuses from all preferences in the
selected transfer group. This function might be needed if there have been problems in
generating or coordinating offer information.

This function is available for Normal Phased transfer groups only. For information on running
Reset Allocations, see Running Reset Allocations on page 201.

m Clear Preferences: Removes all preferences from the selected transfer group, enabling you
to start again by populating the transfer group with preferences and then carrying out offer
processing. This function might be needed if there have been errors in importing the
preference data.

This function is available for Normal Phased transfer groups only. For information on running
Clear Preferences, see Resetting Offer and Allocation Information on page 200.
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m In Year Reset: Clears offer statuses from preferences linked to open applications from the In
Year transfer group. This function enables you to commence offer processing for the next
process period, treating each application fairly according to the oversubscription criteria.

This function is available for In Year transfer groups only. For information on running In Year
Reset,see Running In Year Reset on page 203.

Running Reset Allocations

IMPORTANT NOTE: The Reset Allocations process should be used with extreme caution. It is strongly
recommended that your system administrator takes a backup of the CHOICES, CHOICES_BANDS,
TGROUPS and TG_BANDS tables before running the process.

1. Select a Normal Phased transfer group. For more information on selecting transfer groups, see
Selecting a Transfer Group on page 80.

NOTE: Reset Allocations can only be run for Normal Phased transfer groups.

2. Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Reset Processes section to display the Reset Allocations and Delete Preferences buttons.

Students Tests In Year E-App Settings | Sub Groups (12) | Coordinating LAs

Reset Processes

To clear the offer statuses for preferences in the selected transfer group,
Click on "Reset Allocations’.

This should be done with Extreme Caution!!

With Reset Allocations, the Preferences will be retained and their
offer statuses will be set to 'Mot Processed’.

You have the options to:

& Fither clear or retain the offer status for preferences with a
current status of 'Refused by LA or 'Refused by Parent’

& Fither clear or retain the Preference History for all preferences.
This will also delete the following:

® Count of offers
® pAllpcations and Balance information for each receiver

® Any flags stored against the transfer group indicating that
offer routines have been run.

Reset loctions |

3. Click the Reset Allocations button to display the Reset Allocations dialog.
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/. Reset Allocations a

This will delete offer statuses and allocations for all students in the "Secondary (Demo Offers)’ Transfer
Group. This should be used with extreme caution!

1t will also delete the following:
® Counts of Offers
® Balance information for each Receiver
» Any flags stored against the transfer group indicating that offer routines have been run.

Technical Note: Please ensure that your System Administrator has a backup of the CHOICES, CHOICES_BANDS, TGROLIPS
and TG_BANDS tables, before you alect to continue.

Would you like to preserve the offer status for preferences which have been Refused by the LA or Refused by Parent/Carer?
() Reset Refused Statuses () Preserve Refused Statuses
Would you like to dlear the entries in preference history which refer to changes in offer status?

O Reset Preferences History O Preserve Preferences History

Select either the Reset Refused Statuses or Preserve Refused Statuses radio buttons,
depending on whether you want to preserve offer statuses which have been refused by the LA
or parent / carer.

Select either the Reset Preferences History or Preserve Preferences History radio buttons,
depending on whether you want to clear the preference history entries which refer to changes in
offer status.

Click the Continue button to run the process. The offer statuses and allocations for all students
in the transfer group are cleared. One also deletes the counts of offers and balance information
for each receiver and clears any flags stored against the transfer group that indicate that offer
routines have been run.

Running Delete Preferences

IMPORTANT NOTE: The Delete Preferences process should be used with extreme caution. It is strongly
recommended that your system administrator takes a backup of the APPEALS, CHOICES,
CHOICES_BANDS, TRANSFERS, TGROUPS and TG_BANDS tables before running the process.

Select a Normal Phased transfer group. For more information on selecting transfer groups, see
Selecting a Transfer Group on page 80.

NOTE: Delete Preferences can only be run for Normal Phased transfer groups.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Reset Processes section to display the Reset Allocations and Delete Preferences buttons.
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Students Tests In Year E-App Settings | Sub Groups (12) | Coordinating LAs

To delete all preferences for all students in the selected transfer group,
Click on "Delete Preferences’.

This should be done with Extreme Caution!!
This will delete the following:

All parent / carer preferences

System generated preferences

Count of offers

Allocations and Balance information for each receiver

Allocation History and

Any flags stored against the transfer group indicating that
offer routines have been run.

===

3. Click the Delete Preferences button to display a warning dialog.

4. Click the Continue button to run Delete Preferences. One takes the following actions:

m Any application preferences in the Bases | Receivers and Students | Applications areas
are cleared and the corresponding records in the following tables are deleted:

Preferences (CHOICES).

Band preferences (CHOICES_BANDS).
Appeals (APPEALS).

Allocation History (ALLOC_PRINT).

m All counts of offers and allocated (including provisional and accepted) students associated
with receivers are deleted for the selected transfer group and the corresponding records in
the following tables are deleted:

Receiver counts (TGROUPS).
Receiver band counts (TG_BANDS).

m Any flags indicating that Make Offers, Resolve Offers, Final Allocation or Publish Offer
Information have been run for the transfer group are reset.

m On the Transfer record, the changed flag and the address id are cleared.

NOTE: Withdrawn details are not cleared by Delete Preferences.

Running In Year Reset

The In Year Reset routine clears down receiver counts relating to the last process period’s
vacancies, in preparation for offer processing in the new process period. This routine is
important because offer processing in the new process period is based on the vacancies
associated with the new process period.

If your LA has previously been through an iteration of Make Offers, Resolve Offers and Final
Allocation for an In Year transfer group process period, then you should run the In Year Reset
process before starting up the next process period's iteration of Make Offers, Resolve Offers
and Final Allocation. If In Year Reset is not run then it won’t be possible to re-run Make Offers,
since One recognises that Final Allocation has already been run.
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In Year Reset also ensures that offer statuses are reset for any open applications, ensuring that

offer processing is based on the latest waiting list for each receiver, sorted by oversubscription
criteria.

IMPORTANT NOTE: It is essential that you ensure that any completed application is given an
application status with an external code of CLOS (Closed/Completed) before your local authority runs
the In Year Reset process. This is because In Year Reset does not overwrite allocation information for

closed or completed applications but does remove existing allocation or offer statuses for non-
closed/completed applications.

Select an In Year transfer group. For more information on selecting transfer groups, see
Selecting a Transfer Group on page 80.

NOTE: In Year Reset can only be run for In Year transfer groups.

Ensure that the Process | Transfer Groups | Students tab is selected and then open the
Reset Processes section to display the In Year Reset button.

Students E-App Settings | Sub Groups (14) | Coordinating LAs

Reset Process

To reset offer statuses for preferences within the In-Year transfer group,
so that it is ready to commence offer processing in the new process period,
Click on "In Year Reset'.

It is essential that before you run "In Year Reset’, you ensure that
& Any application that has been completed has its Application

Status changed to a status with an external code of
'CLOS’ (Closed / Completed).

This is because the 'In Year Reset’ will not overwrite allocation information

for applications marked as Closed [ Completed; however it will remove any
Allocation [ Offer Statuses for any other incomplete applications.

This will:

® Reset the counts of how many places are available for each Base and
NCY, based on Vacancies

® Reset allocations for all applications that do not have an Application
Status mapped to external code 'CLOS - Closed [/ Completed”

® Clear any flags stored against the transfer group indicating that offer routines
have been run, enabling offer routines to be run for the next period.

I Yeor Reset.|

Click the In Year Reset button to display the In Year Reset dialog.

A In Year Reset a

It is essential that before you run 'In Year Reset’, you ensure that any application that has been completed
has its Application Status changed to a status with an external code of 'CLOS’ (Closed / Completed). This is
because the "In Year Reset’ will not overwrite Allocation information for applications marked as Closed /
Completed; however it will remove any Allocation / Offer Statuses for any other incomplete applications.

This will:
® Reset the counts of how many places are available for each Base and NCY, based on Vacancies

® Reset allocations for all applications that do not have an Application Status mapped to external code 'CLOS - Closed/
Completed”

® Clear any flags stored against the transfer group indicating that offer routines have been run, enabling offer routines to
be run for the next period

Technical Note: Flease ensure that your System Administrator has a backup of the CHOICES, TGROUPS and TG_NCY
tables, before you eledt to continue

Would you like to preserve the offer status for preferences which have been Refused by the LA or Refused by Parent/Carer?

O Reset Refused Statuses O Preserve Refused Statuses

m A&T Back Office Handbook Handbook



Making Offers

Select either the Reset Refused Statuses or Preserve Refused Statuses radio buttons,
depending on whether you want to preserve offer statuses which have been refused by the LA
or parent / carer.

Click the Continue button to run the process. One takes the following actions:
m Resets the available place counts for each base and NCY, based on vacancies.

m Resets allocations for all applications that do not have an Application Status with the external
code CLOS (Closed/Completed).

m Clears any flags stored against the transfer group which indicate that offer routines have
been run, enabling offer routines to be run for the next period.
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08 | Managing Bases

This chapter covers base management.

Selecting a Receiver

Select Bases | Receivers to display search fields relating to receiver details.

All Bases Nearest School Search

5 Receivers

| .

| &

More Options Clear Search T

Enter the Transfer Group Code or Description for the receiver you wish to view.

¥ No Receiver Selected

NOTE: Once you have entered a transfer group or description you can click the Show Offer Counts
hyperlink to view a dialog showing offer statistics for all receivers that match the entered information.

Enter a Sub Group and / or Receiver Name as required.

Optionally, click the More Search Options hyperlink and select a subset of receivers from the

More Search Options dialog. The available options are (Your LA) Only, All or All with
Applications.

Click the Search button to view a list of receivers that match your search criteria.

All Bases Nearest School Search
¥ Receivers

¥ Gravenhurst Academy 820 2051 | Academy (Primary) [g& More options...

|INY - 2018 - In Year Transfers 2018/19 e

Balance: -1 Vacancies: [ P ces: 1 (+0 Refused) Selective: No
| | . Pref 1: 1 (+0 Pref 2: 0 (+0 Pref 3: 0 (+0 Other: 0 (+0
| araven | Refused) Refused) Refused) Refused)

offer Provisional Allocated/ Not Offered (N, W, Refused (X & R)
More Options Clear Search T Accepted no status)
how Off | Search | 0.0% 0.0% 0.0%
w Offer C

Show Offer Counts e 0 (OM + OF) 0 (OM + OF) 1 (1M + OF) 0 0

1 matches found for 'graven, INY - In Year Transfers 2018/13, All

Recalculate Offer Counts

Receiver Balance Vacancies Prefs
Gravenhurst Academy i 0 1
LA: 820 No: 2051

Highlight a receiver to display that receiver's details in the main panel.

Once a particular receiver has been selected, a list of statistics relating to that receiver's
preferences and capacity is displayed. This list contains the following information:

m Balance: The number of places still available for allocation. The balance is calculated
differently depending on whether you are looking at a Normal Phased or In Year transfer
group.

» For Normal Phased transfer groups: Balance = PAN — (Offers Count + Provisional Count +
Allocated Count)

o For In Year transfer groups: Balance = Vacancies — (Offers Count + Provisional Count +
Allocated Count)
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m PAN: The Published Admissions Number for the receiver, as shown on the Bases | All
Bases | PAN & Vacancies tab. This column is only displayed if you have selected a Normal
Phased transfer group. If you have selected an In Year transfer group then the Vacancies
column is displayed instead.

m Vacancies: The total number of vacancies for the receiver, as shown on the Bases | All
Bases | PAN & Vacancies tab for the earliest current process period. This figure includes all
of the receiver's NCYs. The Vacancies column is only displayed if you have selected an In
Year transfer group. If you have selected a Normal Phased transfer group then the PAN
column is displayed instead.

m Preferences: The total number of preferences for the selected receiver. This figure excludes
preferences where the offer status is Q (No Longer Required), R (Refused by LA) or X
(Refused by Parent), as well as withdrawn applications. For In Year transfer groups
Preferences also excludes preferences that are linked to an application with an Application
Status of CLOS (Closed/Completed).

m OAA: If the receiver belongs to a sub group where edit rank is ticked then this column is
selected.

m Offer Counts:

Offer: The percentage of students who made the selected receiver a preference and
currently have a status of O (Offer). The total number of students who match these criteria
is also displayed, subdivided into males and females.

Provisional: The percentage of students who made the selected receiver a preference
and currently have a status of P (Provisional). The total number of students who match
these criteria is also displayed, subdivided into males and females.

Allocated/Accepted: The percentage of students who made the selected receiver a
preference and currently have a status of either Y (Allocated) or A (Accepted). The total
number of students who match these criteria is also displayed, subdivided into males and
females.

NOTE: Click the Recalculate Offer Counts hyperlink to refresh the offer counts manually.
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Viewing a Receiver's Preferences

1. Select a receiver. For more information on selecting receivers, see Selecting a Receiver on
page 207. A list of preferences that have been recorded for that receiver is displayed.

# Gravenhurst Academy 820 2051 | Academy (Primary) [g@ More options...

Balance: -1 Vacancies: 0 Preferences: 1 (+0 Refused) Selective: No |

Preferences

[ Home LA Students only | All preferences
| [ |
Clear Selection
1 Preferances & | Wide View [y Export =k Print
Row Rank MNCY Offer Status Name SEN Home LA Current Base P Care Named
L ] 1 4 pllocated Sheppard, P 820 Leagrave Junior School

M | 10/05/2010

2. Optionally, use the controls on the toolbar to filter the list of preferences. The following controls
are available:

a. Home LA Students Only check box: filters the list to display only preferences from Home LA
students.

b. Sort by Oversubscription Criteria check box: sorts the list by the oversubscription criteria
displayed.

NOTE: The oversubscription criteria displayed in the list are those specified for the sub group that
includes the selected receiver. If banding is in use and a band has been selected, the
oversubscription criteria that apply to the selected band are displayed. The criteria are displayed in
the order in which they are used during the allocation of places. If no oversubscription criteria have
been specified then all are displayed.

c. Banding drop-down menu: enables you to select a specific band (if banding is in use at the
receiver).

d. All preferences drop-down menu: enables you to select preferences with a particular offer
status.

e. Select NCY field: enables you to select preferences from students in a particular NCY (In
Year transfer groups only).

f. Find Student field: enables you to search for a specific preference by entering a student's
surname or forename.

3. If required, view the Preference History dialog for a student by clicking on that student's offer
status.

4. If required, view the Application Details dialog for a student by clicking on that student's name.
For more information on managing student application details, see Editing Application Details on
page 15.

Updating Offer Status

1. Select a receiver. For more information on selecting receivers, see Selecting a Receiver on
page 207. A list of preferences for that receiver is displayed.
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E Gravenhurst Academy 820 2051 | Academy (Primary) g4 More options...
Balance: -1 Vacancies: 0 Preferences: 1 (+0 Refused) Selective: No
Preferences
[] Home LA Students only | All preferences
Clear Selection
2 Prefarances &) | Wide View [ @ Export dsk Print
Row Rank Offer Status Name SEN Home LA Current Base Late P Care Nam
P 15297, Student05 ' "
0 1 Accepted M | 03/01/2004 820 Mayflower School
15297, Student09 e
¥ 2 F | 09/01/2004 820 Brickhill Lower School
1 Il 3
s ==
| = | Update Status | Update Preferences

Use the check boxes to select the preference(s) whose offer status you want to update.

Select an offer status from the Select Offer Status drop-down box and then click the Update
Status button.

One's response at this point depending on the status you selected and whether the application
is part of an In Year transfer group. If you selected:

m Offer: The offer status changes to O (Offer).

Offers can only be made for undersubscribed schools (validation is performed against the
PAN (for Normal Phased admissions) or Vacancies number (for In Year admissions), unless
the student record is marked with an Exceptional or Appeals flag in Application Details. If
you attempt to make an offer for the school that would take it over PAN, a message is
displayed enabling you to update the exceptional flag and the offer status at the same time.

When offers have been made you can use Update Ranks rather than resetting the
allocations.

For an In Year transfer group, if the Date Place Required for the application is earlier than
the opening date or later than the closing date of the earliest current process period offer date
(a current process period is one where today’s date is between the start date and the offer
date) then you must confirm before continuing. You should check whether it is appropriate to
offer the place under these circumstances.

m Provisionally Allocate: The offer status changes to P (Provisional).

Only undersubscribed schools are available for provisional allocation (validation is made
against the PAN or vacancies), unless the student record is marked with an exceptional or
appeals flag in the Application Details. If the PAN has been reached for the school, a
message is displayed enabling you to update the exceptional flag and the offer status at the
same time.

For In Year transfer groups, if the Date Place Required for the application is earlier than the
opening date or later than the closing date of the earliest current process period offer date (a
current process period is one where today’s date is between the start date and the offer date)
then you must confirm before continuing. You should check whether it is appropriate to
allocate the place under these circumstances.

m Allocate: The offer status is updated to Y (Allocated), the preference base is set as the
application's allocated base and the allocated date is set.
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For In Year transfer groups, if the Date Place Required for the application is earlier than the
opening date or later than the closing date of the earliest current process period offer date (a
current process period is one where today’s date is between the start date and the offer date)
then you must confirm before continuing. You should check whether it is appropriate to
allocate the place under these circumstances.

m Waiting List: The offer status is updated to W (Waiting List).

The student is added to the ranked waiting list at the selected base and provisionally
allocated to that base's next preference. If a place subsequently becomes available at the
first preference then you are able to offer the student a place but you should then review and
free up the place at the next preference.

m No Current Offer: The status changes to Y (Allocated) in the No Offers base and the student
is ignored in the Offer processes. You should rerun the Resolve Offers routine at this point,
as places may have become available.

m Log Parent Acceptance: The offer status is updated to A (Accepted), the preference base is
stored against the application as the allocated base and the allocated date is set. The
parental response in the Application details are updated to AC (Accept).

m Log Parent Refusal: You are asked to confirm this update before proceeding. If you confirm,
their offer status for this preference is updated to X (Refused by Parent).

At this point, you should review the student's preferences to ensure that they have a place
elsewhere. The parental response in the application details are updated to RJ (Reject).

m Refused by Local Authority: You are asked to confirm the status update before proceeding.
If you confirm, their offer status for this preference is updated to R (Refused by LA).

At this point, you should review their preferences to ensure that they have a place elsewhere
and run Resolve Offers to fill the vacated place.

NOTE: Locale 4 (Northern Ireland) LAs are not prompted to confirm that they wish to set the
preference to Refused by LA. These LAs also have the option of using the Refuse and Move
function, which sets a student’s first preference to Refused by LA and creates a new, provisionally
allocated preference for an alternative receiver at the same time.

For more information on using Refuse and Move, see Refusing and Moving Preferences (Northern

Ireland only) on page 214.
= No Longer Required: The Offer Status updates to Q (No Longer Required).

m Not Processed: This sets the preference back to its pre-offer processing state. The offer
status column is cleared (i.e. set to null) and the preference is included in Resolve Offers.

Re-Ranking Waiting List

The Re-Rank Waiting List function enables you to re-rank all preferences for the receiver that
have an offer status of either No Offer or Waiting List, regardless of whether or not they have a
current rank. Preferences with other offer statuses (including those with a status of Not
Processed) are not affected.

Re-ranking means that any late preferences that were not included in the Make Offers ranking
process can subsequently be considered for allocation in the next run of Resolve Offers if places
are available. Resolve Offers only considers allocating places to preferences with a rank and an
offer status of No Offer or Waiting List.

This function is only available for receivers in subgroups that are not marked as Edit Rank.

Select a receiver. For more information on selecting receivers, see Selecting a Receiver on
page 207.
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All Bases Nearest School Search

#¥Receivers #8 Mark Rutherford Secondary School @i More options... 4]
|BlT 2013 - Bhalinz TG :e||\| 820 4017 | Secondary - Community

" - | * Balance: 0 PAN: 4 Prefi ces: 7 (+0 Refused) Selective: No |

Oy

Receiver Name (optional) | Preferences
More Options Clear Search | [[] Home LA Students only (] Sort by Oversubscription Criteria | All preferences | = |
Show Offer Counts

Find Student

5 matches found for 'BIT - Bhalinz TG, All Clear Selection

7 Preferences @|Wide View [g Export dsk Print
Mark Rutherford Secondary _—eeeeeeeeeeb e

School o 4 7
LA: 820 No: 4017 G
Millennium School (Aptitude) f ® 1 1 Allocated L2EN Pinchmill School (p4mt) |~
LA: 820 No: 4750 @ 4 L M | 11/04/2002 (pémt) |
Redborne Community ] & 2 2 Allocated Green Pinchmill School (p4mt] E\
College 4 4 1 SR M | 13/02/2002 (p4mt)
LA: 820 MNo: 4097 - Williams N —
3 3 e Pinchmill School (p4mt]

UNC:A+T Dummy / No Form o o o ® Allocated F| 21/02/2002 inchmill School (pmt) |
LA: 820 MNo: T ."Iil 2 I -
UNC:A+T Mo Offer 0 0 0
LA: 820 No: ———

v -

‘ | Uﬂ!ate Status | Re-rank Waiting List| Update Preferences

Click the Re-rank Waiting List hyperlink. A confirmation dialog is displayed.

Click the Re-rank button. Any eligible preferences are ranked in order of oversubscription
criteria.

NOTE: When re-ranking the waiting list One ranks the highest sorted preference (by oversubscription
criteria) that has a current offer status of N or W with a new rank which is 1 more than the current lowest
ranked preference of any offer status for the receiver. This ensures that there are no duplicate ranks for
the receiver, and means that there may be some (potentially large) gaps in ranks. Running Re-Rank
Waiting List repeatedly for a given receiver may create additional large gaps. This can help to identify

that the re-ranking process has taken place. Updating ranks does not cause the offer status to be
updated.

Updating Ranks (for OAA Schools)

Update Ranks enables you to enter or edit preference rankings for OAA receivers. You can use
this function to enter a single preference into a specific place in the ranking list.

Update Ranks can only be used once at least one rank has been recorded for a particular
receiver.

Select an OAA receiver. For more information on selecting receivers, see Selecting a Receiver
on page 207.
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Show Offer Counts

5 matches found for 'BIT - Bhalinz TG, All

Mark Rutherford Secondary
School

LA: 820 No: 4017
Millennium School (Aptitude)
LA: 820 No: 4750
Redborne Community
College

LA: 820 No: 4097
UNC:A+T Dummy / No Form
LA: 820 No:

UNC:A+T No Offer

LA: 820 No:

4 7
4 1
4 1
0 0
0 0

Find Student: Surname o

Clear Selection

7 Preferences

Green
C 1 1
[ ] Allocated M | 11042002

Green
C 2 2
[ ] Allocated M| 13/02/2002

= Williams
[ ] 3 3 Allocated F| 21/02/2002

| All preferences | v ‘

All Bases Nearest School Search
#¥Recelvers ¥ Mark Rutherford Secondary School i More options... 4
|BlT- 2013 - Bhalinz TG *"._q 820 4017 | Secondary - Community
B "*| * Balance: 0 PAN: 4 Prefi ces: 7 (+0 Refused) Selective: No |
Receiver Name (aptional) Preferences
More Options Clear Search [[] Home LA Students only (] Sort by Oversubscription Criteria

Pinchmill School (p4mt) E\
Pinchmill School {p4mt) B
Pinchmill School (p4mt) E\

1
< Il [ 4
Select Offer Status v
- - | | | Uﬂfate Status | Update Preferences | Update Ranks

Click the Update Ranks hyperlink to display the Update Ranks dialog.

Q Update Ranks

Abrams,
F | 08/06/2011
Bailey,
F | 26/03/2011

Update Ranks for Pinchmill School (p4mt) 820 2041 | Offer Status: All preferences

820 Test Nursery

820 Test Nursery

Enter a new rank for each preference that you wish to update.

Click the Save button to save your changes. One validates the ranking.

If you entered any duplicate ranks, One displays a dialog reading "Rank X already exists, do you
wish to revise the existing ranks from this point to increment them by 12"

m Click the Yes button to increment all lower-ranked preferences by one and close the dialog.
m Click the No button to return to the Update Ranks dialog and re-rank the preferences

manually.

NOTE: When a preference whose previous status was either P (Provisional) or W (Added to Waiting
List) is refused by the Local Authority or parent, then that preference's rank is updated in the

ALLOC_RANK field. In all other cases (including Bulk Allocation and Manual Allocation) the allocation
rank is set to Null (not Processed).
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Updating a Receiver's Preference Reasons

Select a receiver. For more information on selecting receivers, see Selecting a Receiver on

page 207.

All Bases

¥ Receivers

Mearest School Search

¥ Mark Rutherford Secondary School =~ @ were ostions. ¢

|BlT - 2013 - Bhalinz TG

820 4017 | Secondary - Community

Sub Group (optional)

* Balance: 0 PAN: 4 Prefi ces: 7 (+0 Refused) Selective: No

Receiver Name (&

‘ Preferences

Mare Options Clear Search

Show Offer Counts

5 matches found for 'BIT - Bhalinz TG, All

Mark Rutherford Secondary
ool

LA: 820 No: 4017

Millennium School (Aptitude)

LA: 820 No: 4750

Redborne Community

College

LA: 820 No: 4097

UNC:A+T Dummy [ No Form

LA: 820 No:

UNC:A+T No Offer

LA: 820 No:

[C] Home LA Students only [_] Sort by Oversubscription Criteria | All preferences | = ‘

Find Student: S

Clear Selection

7 Preferences WideView |y Export  dsk Print
4 7 ] n { a LA . Base e
P ® 1 1 Allocated n?:ef?;wzooz Pinchmill School (p4mt) B
= Green . .
. ® 2 2 plocated R Pinchmill School (p4m) B
® 3 3 Allocated %‘m Pinchmill School (p4mt) B
0 0 . —
] I [ 3
0 0
Select Offer Status v
| || Uﬂfates{am | Update Preferences| Update Ranks

Click the Update Preferences hyperlink to display the Update Preferences dialog.

Q Update Preferences

Update P

es for Pinchmill Sch

1 (p4mt) 820 2041 | Offer Status: All preferences

or Surname & f

F | 08/06/2011
Bailey,
F| 26/03/2011

Abrams, ‘

1 820

W 00® 0O [ | O 0
0 O®@® 0O (=] 0 m

Test Nursery o

Test Nursery v v

Optionally, enter a student surname and/or forename into the Find Student field to search for a

particular preference.

Use the check boxes to select the reasons for each preference.
If required, enter a Distance.
If required, select a school gender from the Gender drop-down menu.

Click the Save button to update the receiver's preferences and close the dialog.

Refusing and Moving Preferences (Northern Ireland

only)

The Refuse and Move function is only available to LAs in Northern Ireland . This routine

supports the process used in Northern Ireland in situations where a student cannot be allocated
to their first-choice school, enabling LAs to refuse the existing preference and create a lower-

ranked preference for another receiver in one action.

To use the Refuse and Move function:

Select a receiver. For more information on selecting receivers, see Selecting a Receiver on

page 207.
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All Bases Nearest School Search
"Recevers ¥ Queen Anne Secondary School 5204040 | secondari wore optors.. |
[PR1 - 2019 - Primary & . , o _
Balance: -1 PAN: (0 P ces: 1(+0 ) Selective: No

o

Receiver Name {optionaf) | Preferences

More Options Clear Search | L] Home LA Students only | All preferences | v |
Show Offer Counts | Ai
3 matches found for 'PR1 - Primary, All' Clear Selection

TEETIARR e IR 1 Preferences .Wlde View [§ Export o Print
School

00! -1 o 1
LA: 820 No: 4040

UNC:A+T Dummy / No Form

E 1 dlethai 820 Le Junior School
LA: 820 No: 993 999 0 L Allocated M | 10/05/2010 agrave Junior School
UNC:A+T No Offer

LA: 820 No: 9% 9. 0

l [

[
|v|| Update Status | Refuse and Move  Update Preferences

If you are viewing a banded receiver, select a band from the Select Band drop-down menu.
3. Use the check boxes to select one or more preferences from the list.

4. Click the Refuse and Move hyperlink to display the Select an Alternative Receiver dialog.

2.

Q Select an alternative Receiver to provisionally allocate the selected

student(s)
Filter By
[ Base Type w | O Home LA (O Other LA (&) All Bases
v
o | Clear Search
A B C Day Nursery 103
Aghyaran Community Playgroup 102

cancel | Select |

NOTE: The Refuse and Move hyperlink is only displayed for LAs who have the LOCALE parameter set
to a value of 4 (Northern Ireland).

If required, use the filters to filter the list of available receivers.

Highlight the receiver you wish to create a new preference for and then click Select. One
performs the following actions:

o Sets preferences for the original receiver or receivers to Refused by LA
¢ Creates a new preference for the selected receiver

Updates the selected student’s Preference History and the Receiver Summary count
accordingly

Updates the main preference’s offer status and Band Summary count (banded receivers
only)

» Closes the dialog.
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Preferences Created By the Refuse and Move Routine
Preferences created as a result of the Refuse and Move process abide by the following rules:

Preference Base is the selected receiver.
Offer Status is Provisionally Allocated (choices.allocate_flag='P")

Preference Number is the next available parental preference number (which is one more
than the current highest parental preference number). For example:

If the student currently has only one existing preference with preference number 1, then
the preference number for the new preference is 2

If the student currently has two existing preferences with preference number 1 and 3, then
the preference number for the new preference is 4

If one or more selected student(s) already have a preference for the selected receiver, then:

One creates provisionally allocated preferences for any selected students who do not
already have a preference for the selected receiver.

For those students who already have a preference for the selected receiver and whose
current main preference offer status is not Offered, Allocated, Accepted or Provisional,
One sets the offer status of the existing preference for the selected receiver to Provisional.
The preference number is not updated.

For those students who already have a preference for the selected receiver and whose
current main preference offer status is Offered, Allocated, Accepted or Provisional, One
displays an error message for each affected student.

Where you select a banded school that the student already has a preference for (with a main
offer status other than Offered, Allocated, Accepted or Provisional) as the new provisional
receiver and the student is already linked with one or more bands, the following applies:

If the student is associated with only one band, then One updates both the main offer
status and the linked band offer status to Provisional, and updates the receiver and band
counts to reflect the extra Provisional status?

If the student is associated with more than one band, then One displays an error message,
as it does not know which band is affected. At this point, you should review the student
application and manually update the correct band to Provisional.

Selecting a Base

Select Bases | All Bases to view search fields relating to base details.

One Home Students Process Bases Reports Administration
Receivers Nearest School Search
§ Bases
e @ No Base Selected
@, More Search Options a
ﬁ Bases
(®) Home LA (O All Bases () Other LA
Active Bases only
Gose cear searen ()
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2. Enter the Base Name, Site Name or School Number of the base you wish to view into the
Base or Site Name or School Number field.

3. Optionally, use the More Search Options dialog to refine your search:
a. Click the More Options hyperlink to view the More Search Options dialog.
b. Select whether you wish to search for Home LA bases, Other LA bases, or All Bases.
c. Enter Base Year, Base Groups and Postcode information as required.
d. If you wish to limit your search to active bases, select the Active Bases Only check box.
4. Click the Search button to view a list of bases that match your search criteria.

ji# Bases Alert —E'M""”pt'“"s‘
‘greena ‘ B Green Abbey School 820 - 4321 /' Edit Base
. _——— i : L .QOV..... : :
- Add New Base » Website URL: www.edubase.qov. Base Type: Secondary Control: Community
1 Bases matching "green a, Home LA, Active Bases” Official Base Name (if diff.): Green Abbey Community School & View Map
] =
Base Name LA .No. Active: Yes o i ]
Delete Base GIS catchment
Green Abbey School 830 4321
Type: Secondary
|§|Wide View
* Statutory Information # Edt (& uor
* Additional Information
* Opening Times

5. Highlight a base to select it.

Editing a Base

1. Select a base. For more information on selecting bases, see Selecting a Base on page 216.

§ Bases Alert (g More options... |
|greena ‘ g Green Abbey School 820 - 4321 # Edit Base

= e > i 5 E .00V, ... F :

o Add New Base Website URL: www.edubase.gov. Base Type: Secondary Control: Community

1 Bases matching “green a, Home LA, Active Bases” Official Base Name (if diff.): Green Abbey Community School & View Map

g
Base Name LA .No. Active: Yes - ) }
)elete Base (IS Catonimedt
Green Abbey School 820 4321
Type: Secondary

|§|Wide View

Ll Base Details Sites (2) Catchment Linked Bases PAN n H
UDE

> Statutory Information # it & uor

* Additional Information

* Opening Times

2. Click the Edit Base hyperlink on the toolbar to display editable fields relating to base details.
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2 Green Abbey School ¥ [a321 | - [s20 #[4]  Add From UK Bases
|\nvww.edubase.aov.uk | |SEC - Secondary *| 4 |C0 - Community | 4 |G|‘een Abbey Community School
Active
Selective [ ] [ ORD - Mainstream LA School (IFS) [ co-Ed B2B Student Base:
|2 Duckmill Lane, Bedford, MK42 DAL | N
|G|‘een Abbey School, Burnaby Road, Bedford, Bedfordshire, MK42 1GH | 4| Cancel

Enter a Base Name, LA No. and Base Type.

Enter a School No., Website URL, Base Control (the entity that controls the base, for example
Community or Independent), SEN School Type, Gender, Base Address and Principal Site
Address as required.

If the school is selective, select the Selective checkbox.
If the school is a B2B Student base, select the B2B Student Base check box.

Click the Save button to save your changes.

Adding Base Information from the UK Bases Table

The Add From UK Bases function enables you to copy base details from a school in the UK
Bases table. Copying information in this way can help you to ensure that A&T base information
is consistent with base information used in other areas of One, and can also help to save time.

Select a base. For more information on selecting bases, see Selecting a Base on page 216.

Click the Edit Base hyperlink on the toolbar to display editable fields relating to base details.

3 Green Abbey School *] [4321 | - [s20 “IlA]  Add From UK Bases
|\nvww.edubase.aov.uk | |SEC - Secondary 4‘| 4 |C0 - Community | 4 |G|‘een Abbey Community School
Active
Selective (] | ORD - Mainstream LA School (IFS) [ cod B2B Student Base:
|2 Duckmill Lane, Bedford, MK42 0AL | 4
|G|‘een Abbey School, Burnaby Road, Bedford, Bedfordshire, MK42 1GH | &) cancel

3. Click the Add From UK Bases hyperlink. A confirmation dialog is displayed.

4. Click the Yes button to display the School Search from UK Bases dialog.

Q School Search from UK Bases a

0 UK Bases found.

School Name School No LA No. Gender

5. Enter the School No or School Name of the base whose details you wish to copy.

6. Enter LA and/ or Gender details as re