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Centrally Managed Application for in year admission  

to a school (CMA) – Guidance Notes  

Guidance notes 

To apply online please go to  Apply for an in year school place - Surrey County Council 

(surreycc.gov.uk). Alternatively, if you are completing the paper centrally managed in year 

application form (CMA), please use these notes to help you complete 

it.   You should also visit the admissions section of our website to read the information on in year transfers before completing the form.  Which schools can you apply for using the CMA form?  �<�R�X���F�D�Q���X�V�H���6�X�U�U�H�\�¶�V���&�0�$��form �W�R���D�S�S�O�\���I�R�U���6�X�U�U�H�\�¶�V���F�R�P�P�X�Q�L�W�\���D�Q�G���Y�R�O�X�Q�W�D�U�\���F�R�Q�W�U�R�O�O�H�G���V�F�K�R�R�O�V��and some academies and foundation, free, trust and voluntary aided schools. A list of the 

you can submit an application for as many of these schools as you wish.  

You can check how to apply for in year admission to a particular school and access the appropriate 

 school days of receiving a fully 

completed application form. Failure to complete the application fully or to attach evidence is likely 

to result in a delay in processing your application.  

When is it appropriate to apply for in year admission to a new school?  

If you need a school place for a child who is moving into Surrey or because of a house move within 

Surrey where your child cannot continue at their existing school, it is reasonable to apply for a 

place at a new school.  

However, if your child is already at a local school, we encourage you to think carefully before 

applying for a place at a new school. Please bear in mind that other schools may be full and the 

upheaval of changing school may damage your child's progress. Before applying for a new school 

please discuss the reasons with your child's current school and try to resolve any issues with them. 

We discourage unnecessary school transfers because this can be disruptive to a child’s education 

and to the education of other children within a school. If you do wish to apply for a change of 

school, we will ask you to confirm your reasons.  

When considering your application, we may contact your child’s current school so they might 

discuss your reasons for applying for a new school and whether it might be possible for them to 

resolve any difficulties your child may be having. We may also liaise with other services within 

Surrey, including any which have been involved with your child. You should not withdraw your child 

from their current school until you have secured an alternative school place.  

A school cannot ask you to withdraw your child from school or withdraw your child from the school 

roll without your permission or without first knowing that your child has a new school place. 

However, where a school believes a change of school may be in your child's best interests, the 
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headteacher can discuss arranging a managed move to another school or a referral to alternative 

education provision, with you. 

Guidance on completing the CMA form  

Please make sure that you complete all sections of the form fully and sign the declaration. If you 

leave any of the questions unanswered or if you fail to provide supporting information, it is likely to 

cause a delay in your application. 

These notes should help you with some of the questions on the form. If you are unsure of the 

answer to any of the questions, please contact Surrey’s Admissions team on 0300 200 1004 (Mon-
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4c) Other schools attended  

Please include details of all other schools attended before the child started at their current school. 

You must include dates of attendance. Please continue on a separate sheet of paper if necessary.  

4d) Reason for applying for a change of school (or reason for leaving previous school)  

Please give the reasons why you wish the child to change school. If it is to do with difficulties in 

their current school, you should include details of what you have done to try and resolve those 

difficulties. If the child is not currently in school, you should provide the reasons for leaving their 

previous school. Please continue on a separate sheet of paper if necessary.  

5. School preference  

You can name up to three schools that you want to apply for.  

If you wish to name more than one school, you must make sure that you put the schools down in 

the order that you prefer them, with your most preferred school named first.  

You must include the postcode of each school that you want to apply for.  

If you wish to apply under a school’s exceptional social or medical criterion where it applies, you 

must indicate this in section 5 and provide additional information and professional written evidence 

to support your case.  

In order to be considered for sibling priority where it applies, you must provide details of any 

siblings for whom you wish to claim sibling priority.  

You can include reasons for naming a preference, but you are not required to do so.  

6. Fair access admissions  

Fair access questions are asked on the application form in order to identify Surrey applicants who 

may be eligible to be placed through Surrey’s Fair Access Protocol if a place cannot be offered 

under the in-year process. The Fair Access Protocol ensures that vulnerable and unplaced 

children, who are not successful in gaining a place through the normal in-year admissions process, 

are offered a place at a suitable school within 20 school days. This includes admitting children 

above the published admission number to schools that are already full 

You are asked to answer these questions accurately and honestly to ensure that unplaced and 

vulnerable students are placed quickly and appropriately in school and that support is identified at 

the earliest stage.  

7. Parent/guardian/carer details  

Please complete your contact details in sections 7a) to f). 

7g) Relationship to child  

Please confirm your relationship to the child, eg mother, father, aunt, uncle, grandparent, family 

friend. If you are not the child’s parent and the child is not under the care of a local authority, 

please supply a letter from the parent to explain the circumstances and why the child lives with you 

or a copy of the official documentation that indicates that you have parental responsibility for the 

child. 

7h) Do you have parental responsibility for this child?  

Please confirm if you have parental responsibility for the child. Parental responsibility is defined by 

the Children Act 1989 and amended by the Adoption and Children Act 2002. For children born prior 

to 1 December 2003, the child’s natural mother acquired parental responsibility automatically at 

birth. The child’s natural father only acquired parental responsibility if he was married to the mother 

at the time of birth or if they married subsequently.  




