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Name (s) of those appealing

Address

Date

Dear Mr. and Mrs…………….

Re:  Admissions Appeal – Name of child………………………

I am writing to inform you that arrangements have been made to hear your appeal on……….. ………………...  The hearing will take place in the …………………………………. and you are asked to arrive at……………...  

The hearing will be held in private and will be as informal as possible.  You may bring a friend with you to the hearing or have your case put for you by a representative.  If so, please would you let me know so that the Appeals Committee and the clerk will know whom to expect.

The Appeals Committee will have copies of your Notice of Appeal and any further Statement you submitted together with the school governing body’s written case.  

The hearing will proceed as follows:-

a) the school put their case, explaining the reasons for the decision to refuse a place

b) questioning by yourselves and the Committee members

c) you present your case

d) questioning by the school and Committee members

e) summing up by the school

f) summing up by yourselves

You and the school’s representative will then leave and the Committee will make their decision.  The clerk to the Appeals Committee will communicate their decision to you and the school in writing, usually within seven days.

I will forward a copy of the governing body’s case to you seven days before the appeal.

I hope that you will find this information helpful but please do not hesitate to contact me should you have any questions regarding the appeal procedure.

Yours sincerely,

Clerk to the Governors.

