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Consultation on Proposal for the Reduction of Published Admissions Number (PAN)

Checklist for support to Governing Body/ Trust Board

To support the process and to ensure that the admission authority meets the requirements for consultation as set out under the Admissions Code please by undertake the following actions when consulting on the reduction of PAN:

1. 	Contact the Archdiocesan Education Department with an indication of your proposal to reduce the PAN at your school. There MUST be an indication that approval has been secured from the Director prior to engaging in consultation giving due regard to the Archdiocesan Protocols and the rights of the Archbishop through canonical law.
2. 	A consultation MUST last for a minimum of six weeks. It cannot begin until 1st October and must end by 31st January. Therefore, schools should begin a consultation between 1st October and 20th December in any given year.
3.	 Post a copy of the proposed policy for your school on the website along with the supplementary in formation form that parents need to complete. You may also be asked by parents or other interested parties to provide a hard copy of the proposed policy if they cannot access the information online or would prefer a paper copy. It is strongly suggested that schools keep a copy of what is issued to parents in case this evidence be required at some point in the future.
4.	Add to your website the document entitled: ‘Consultation Reduction PAN’ which can be found on the Archdiocesean website www.liverpoolcatholic.org.uk/department/education/admissions-and-appeals 
5.	State on the website that any comments on the proposals should be sent to the Chair of Governors, at the school address.
6.	Issue a copy of the ‘Consultation Reduction PAN’ to all families with children attending your school.
7.	Place a copy of the ‘Consultation Reduction PAN’ in a public area of the school.
8.	Make arrangements for information to made available in your school and parish newsletters, taking reasonable efforts to advise families with children presently below school age directing them to the school website or directly to the school. 





9.	Send a copy of ‘Consultation Reduction PAN’ to any other persons or body who, in the opinion of the Governing Body, have an interest in the proposed alterations. These will include all other admission authorities within the relevant area (except that primary schools need not consult with secondary schools); the local authority (please ask for advice from 
the Archdiocese if you do not have contact information); any adjoining neighbouring local authority; the Archdiocese.
10.	Consider any comments from the consultation prior to final determination by the admission authority which will need to be formally minuted.
11.	Determination MUST take place by 28th February. Following determination, the final policy MUST be published on the school’s website by 15th March and also be sent to the local authority and the Archdiocese by this date.

It will be important that you are able to confirm that all steps identified above have been followed as you formally inform the Archdiocese of a change in the PAN for your school.

Michael Boland
Diocesan Schools Officer
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