School Placing Request Guidance Notes
As a parent/carer or young person, you have the right to make a placing request for your child/yourself to be
educated in a school other than the local school.
There are sound educational reasons for trying to ensure that the transfer or admission of children to a school
takes place at the start of a school session. The Education Committee, therefore, advises all parents/carers and
young people who would like a school placing request (other than those who are moving home to a new area) to
seek this to take effect only at the start of the next school session.
If you wish to make placing requests for more than one school for your child/yourself, the duty of the authority as
defined by the Education (Scotland) Act and the Education (Additional Support for Learning) (Scotland) Act applies
only to the first named school.
Every effort, however, will be made to try to meet the wishes of parents/guardians and young people, but you
should note that it is not always possible to grant every placing request to a particular school.

HOW TO MAKE A SCHOOL PLACING REQUEST





You can apply using our online application form after you have read the Guidance Notes in the Documents
section of this page
visiting your Local Hub
or if you are unable to complete the online application form, you can request a paper application form by
emailing sharedservices.education@eastdunbarton.gov.uk

If you wish to make a school placing request you must complete an application for each child/young person.
Please ensure that all sections of the form are completed. This will assist the education office in prioritising
your request.
Siblings
If your child has a sibling attending the requested school at the time the school placing request takes effect e.g. the
school start date in August if you are applying for a place for a new school session, please tell us about this on the
school placing request application form
Additional Support Needs
Children and young people may have additional support needs for a short or a long time. They will already be
receiving support in schools to help them to learn, but additional support may be needed at times for a variety of
reasons, for example if a child or young person has an additional support need in relation to the following:









behaviour or learning
is being bullied
hearing or vision
is particularly gifted
is bereaved
is not a regular attender
is looked after
physical skills

Depending on the need arising from their circumstances, a child or young person may require additional support to
help them achieve their potential.

Co-ordinated Support Plan - This statutory plan is used to identify, and ensure provision of, services for children
and young people with complex or multiple additional support needs. Your child may be eligible for a co-ordinated
support plan if:
 Their needs have a significant negative effect on their school education and are likely to last at least a year,
and
 They need support from a local authority and at least one other non-education service or agency.
A Co-ordinated Support Plan will be prepared for a small number of children and young people with the most
extensive additional support needs, if their needs:




arise from complex or multiple factors
are likely to last for more than a year
require significant support, which needs a high degree of co-ordination from agencies other than education

Individualised Education Plan - An IEP is a detailed plan for your child’s learning. It usually describes your child’s
additional support needs and the type of support they require. These plans set out short-term aims and goals for
your child and the methods that will be used to help to reach them. Local authorities sometimes call IEPs different
names such as an individual action plan or support plan

Full information about additional support provision in your area can be obtained from the Education office. You can
also get information about other special schools not managed by East Dunbartonshire to which the authority sends
pupils.
If you specify in your request that your child/yourself has any documented Additional Support Needs this should be
supported by reports/evidence from the appropriate professionals. Information on whether a Co-ordinated Support
Plan has been prepared, or is in the process of being prepared or you have requested an assessment to be
undertaken, is also required.
In addition, information on what the child’s/young person’s first language is, together with whether there is any
involvement with external agencies e.g. Social Work, Housing, Health, Psychological Services, Children’s Panel,
should also be provided.
Special Educational Facility
Provision is made in the school admission policy to give a degree of priority to pupils requesting entry to specialist
educational facilities in the Council area. For example, in East Dunbartonshire we currently manage facilities such
as these, namely Douglas Academy Music School and Meadowburn Primary Gaelic Unit.
Medical Grounds
Only complete this section if you are applying for the placing request on medical grounds.
If you specify in your request that your child/yourself has a medical condition, you should be aware that
arrangements may be made for your child to be assessed by a Community Medicine Specialist but you should
provide documentation from your GP or other health related professional to support your application for a place at
that particular school.

Check List of Documents Submitted to Support Your Application
Please ensure you attach all relevant documents with your placing request application. Any incomplete
applications or applications that do not have the relevant documentation attached will result in the
application form being delayed. If you are unable to upload the relevant documents then they can be
posted to Kirkintilloch Community Hub, William Patrick Library, 2/4 West High Street, Kirkintilloch, G66
1AD
Please note that if your school primary placing request application is successful your child would not automatically
transfer to the associated secondary school.

GENERAL INFORMATION

You should receive a confirmation email on receipt of your application. If you do not receive this, please
contact sharedservices.education@eastdunbarton.gov.uk to confirm whether your application has been
received.
Timescale for Making Decisions
The timescale for making decisions on school placing request applications is outlined below.


If you wish your child/yourself to start the school of your choice at the beginning of the school year in
August and your application has been submitted by the closing date 15 March, you will be given an
answer by 30 April.



If you wish your child/yourself to start the school of your choice at the beginning of the school year in
August and your application has been received by this office after the closing date 15 March will be
considered a late application and will not be considered until after 30 April.



If you wish your child/yourself to go to a different school in the middle of the school year, you will be given
an answer within 2 months from the date your application has been received by this office.

School placing requests for primary and secondary schools will be considered against a set of guidelines which set
out the council’s priorities for admission. Placing requests for special schools are considered on the individual
needs of the child or young person.
As soon as a decision has been made you will be notified of the result. If your placing request is successful, the
school will contact you to establish arrangements for enrolment.
If your Request is refused
If you do not get an answer within the above timescales, your request is treated as a refusal and you will have the
right of appeal to an appeal committee. In the case of a refusal for a child or young person who has a co-ordinated
support plan or a plan is in the process of being prepared, the appeal should be made to a Tribunal. Every effort
will be made to ensure this situation does not occur.
The appeal should be sent to the Education office.
You will, by the time of the appeal, know the reasons why your placing request was refused and you will be given
the opportunity to present your case in person or through a representative, whichever you prefer.
If the appeal committee refuses your request, you have the right of further appeal to the Sheriff. If the Tribunal
refuses your request, you have the right of appeal on a point of law to the Court of Session.
How decisions are made
The responsibility for decisions on placing requests lies with the Chief Education Officer.
Where there are more requests than places available for a particular school or a particular stage in a school, all
requests will also be considered by the Chief Education Officer.
Guidelines and criteria
Chief Education Officer works to a set of guidelines in reaching decisions on placing requests to primary and
secondary schools – admission to special schools is based on the individual needs of each child or young person.
These guidelines set out the council’s priorities for admission and can be obtained from the Shared Services –
sharedservices.education@eastdunbarton.gov.uk
An abbreviated version of the priorities for admission can be found in the attached appendix 1.

Why requests are sometimes not granted
The authority may refuse a school placing request where granting it would, amongst other reasons:

(a)

(b)
(c)
(d)
(e)

(f)

(g)

(h)
(i)

if placing your child in the specified school (that is, the school specified in your placing request) would:
(i)
make it necessary for the authority to take an additional teacher into employment;
(ii)
give rise to significant expenditure on extending or otherwise altering the accommodation at or
facilities provided in connection with the school;
(iii)
be seriously detrimental to the continuity of your child's education;
(iv) be likely to be seriously detrimental to order and discipline in the school; or
(v)
be likely to be seriously detrimental to the educational well-being of pupils attending the school;
if the education normally provided at the specified school is not suited to the age, ability or aptitude of the
child;
if the education authority have already required the child to discontinue his/her attendance at the specified
school;
if, where the specified school is a special school, the child does not have additional support needs requiring
the education or special facilities normally provided at that school;
if the specified school is a single sex school (within the meaning given to that expression by section 26 of the
Sex Discrimination Act 1975) and your child is not of the sex admitted or taken (under that Section) to be
admitted to the school;
if accepting a request would prevent the Council from retaining reserved places at the specified school to
accommodate pupils likely to become resident in the school’s catchment area between the requested
application date and the end of the session to which the request relates;
if, assuming that pupils numbers remain constant, make it necessary at the commencement of a future stage
of the child’s primary education for the authority to elect either to create an additional class (or an additional
composite class) in the specified school or take an additional teacher into employment at that school.
if accepting a request would mean that the capacity of the school would be exceeded in terms of pupil
numbers.
if the specified school is not a public school, the authority can make alternative provision for the child’s
additional support needs and it is not reasonable to place the child in the specified school having regard to
the suitability and cost of the provision there and in the school the child would otherwise attend, and the child
has been offered a place.

Pupil Travel
The education authority does not provide transport for those pupils in receipt of a school placing request other than
in exceptional circumstances, therefore parents/guardians should make appropriate transport arrangements to
ensure their child(ren) arrive at school safely.

FURTHER INFORMATION

Although the information in this document is correct at the time of printing, it is possible that arrangements could
change either before the commencement or during the course of the school year in question or in relation to
subsequent school years. This information leaflet provides only general guidance about placing requests.
Specific information may be found in:
Education (Scotland) Act 1981 (HMSO)
Education (Scotland) Act 1996 (HMSO)
Part IV: Section 33: Placing requests
Education (School and Placing Information) (Scotland)
Regulations 1982 and Amendment Regulations 1990/93
(SI 1982 No 950) (S.125)
Education (Appeal Committee Procedures) (Scotland)
Regulations 1982 (SI 1982 No 1736)
Education (Placing in Schools Etc. Deemed Decisions) (Scotland)
Regulations 1982 (SI 185 No 1733)
Scottish Office Education and Industry Department Circulars
1074, 1080, 1083 and 1093 (SOEID, Victoria Quay, Edinburgh)

Choosing a School – a Guide for Parents (SOEID, Victoria Quay, Edinburgh)
Standards in Scotland’s Schools etc. Act 2000
Education (Additional Support for Learning) (Scotland) Act 2004

Other Formats & Translations
This document can be provided in large print, Braille or on audio cassette and can be translated into other
community languages. Please contact the Council’s Corporate Communications Team at:
East Dunbartonshire Council
12 Strathkelvin Place
Kirkintilloch
G66 1TJ
Tel: 0300 123 4510

Council’s Priorities for Admission to School

PRIMARY – Roman Catholic

PRIMARY – Non Denominational

Catchment Area Children

Catchment Area Children

Early Entry Children

Early Entry Children

Sibling - Resident/Non Resident

Sibling - Resident/Non Resident

Additional Support Needs
Medical
Specialist Educational Facilities
Distance

•
•

Resident
Non Resident

Appendix 1

Additional Support Needs
Medical
Specialist Educational Facilities
Distance

•
•

•
•
•
•

Roman Catholic
Non Denominational

Resident + Roman Catholic
Resident + Non Denominational
Non Resident + Roman Catholic
Non Resident + Non Denominational

SECONDARY – Non Denominational

Catchment Area Children

Sibling - Resident/Non Resident

Additional Support Needs
Medical
Specialist Educational Facilities
Distance

•
•
•
•

Resident + Attends Associated PS
Resident + Does Not Attend Associated PS
Non Resident + Attends Associated PS
Non Resident + Does Not Attend Associated PS

SECONDARY – Roman Catholic

Catchment Area Children

•
•

Roman Catholic
Non Denominational

Sibling - Resident/Non Resident

Additional Support Needs
Medical
Specialist Educational
Facilities
Distance

•
•
•
•
•
•
•
•

Resident + Attends Associated PS + RC
Resident + Does Not Attend Associated PS + RC
Resident + Attends Associated PS + ND
Resident + Does Not Attend Associated PS + ND
Non Resident + Attends Associated PS + RC
Non Resident + Does Not Attend Associated PS + RC
Non Resident + Attends Associated PS + ND
Non Resident + Does Not Attend Associated PS + ND
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