


London Borough of Waltham Forest
Fair Access Panel Terms of Reference
1. Status and Purpose
The Fair Access Panel operates within the London Borough of Waltham Forest's Fair Access arrangements and supports the implementation of the Waltham Forest Fair Access Protocol.
The purpose of the Panel is to provide a transparent, equitable and consistent forum for considering eligible children and young people who require a mainstream school place through the Fair Access Protocol.
The Panel will consider the information available in relation to each referral and recommend the mainstream school considered most appropriate to receive the child or young person, having regard to:
· the individual needs and best interests of the child or young person; 
· educational continuity and placement stability; 
· safeguarding; 
· SEND and reasonable adjustments where relevant; 
· curriculum considerations; 
· reasonable geographical and travel considerations; 
· the principle of fair distribution; 
· relevant circumstances of potential receiving schools; and 
· the likelihood of achieving a successful and sustainable placement. 
The Panel will operate in accordance with the School Admissions Code, the Fair Access Protocol and the Council's wider statutory responsibilities.
2. Governance Status
The Fair Access Panel is part of the Council's Fair Access governance arrangements.
Its role is to consider eligible referrals and recommend the most appropriate receiving mainstream school.
For the avoidance of doubt:
Fair Access Panel → considers the referral and recommends the receiving mainstream school.
School Admissions Team → coordinates implementation of the Panel's recommendation and liaises with the relevant admission authority.
Admission Authority → undertakes the formal admission decision/process in accordance with its statutory responsibilities.
Receiving School → supports admission, transition and successful integration.
The Panel does not replace or assume the statutory functions of the Council, an admission authority, governing board, academy trust or any other statutory decision-maker.
3. Scope of the Panel
The Fair Access Panel may consider referrals that have been assessed as appropriate for consideration under the eligibility and referral arrangements contained within the Fair Access Protocol. 
The list of children to be included is to be agreed with the majority of schools in the area and must include the following children of compulsory school age who have difficulty securing a school place: 
a) children either subject to a Child in Need Plan or a Child Protection Plan or having had a Child in Need Plan or a Child Protection Plan within 12 months at the point of being referred to the FAP; 
b) children living in a refuge or in other Relevant Accommodation at the point of being referred to the FAP; 
c) children from the criminal justice system;
d) children in alternative provision who need to be reintegrated into mainstream education or who have been permanently excluded but are deemed suitable for mainstream education; 
e) children with special educational needs (but without an education, health and care plan), disabilities or medical conditions; 
f) children who are carers; 
g) children who are homeless; 
h) children in formal kinship care arrangements; 
i) children of, or who are, Gypsies, Roma, Travellers, refugees and asylum seekers; 
j) children who have been refused a school place on the grounds of their challenging behaviour and referred to the FAP in accordance with paragraph 3.10 of the Code; 
k) children for whom a place has not been sought due to exceptional circumstances; 
l) children who have been out of education for 4 or more weeks where it can be demonstrated that there are no places available at any school within a reasonable distance of their home. This does not include circumstances where a suitable place has been offered to a child and this has not been accepted; and 
m) previously looked after children for whom the local authority has been unable to promptly secure a school place



Eligibility for Fair Access does not itself determine the receiving school. Each referral will be considered on its individual circumstances and in accordance with the principles of the Protocol.
The Panel is not responsible for:
· determining attendance at Alternative Provision; 
· commissioning Alternative Provision; 
· determining Off-site Directions; 
· determining Managed Moves; 
· suspension or permanent exclusion decisions; 
· statutory SEND placement decisions; 
· Education, Health and Care Plan decisions; or 
· statutory school admission appeals. 
Alternative Provision and wider inclusion interventions are considered through the Council's Inclusion Panel arrangements where appropriate.
This separation reflects the governance distinction established throughout the main Protocol: the Fair Access Panel is concerned with mainstream Fair Access placement, while the Inclusion Panel has responsibility for wider inclusion intervention and Alternative Provision. 
4. Functions of the Fair Access Panel
The Panel will:
· consider referrals accepted for Fair Access consideration; 
· consider relevant and proportionate information relating to each child or young person; 
· apply the eligibility, placement and fair-distribution principles contained within the Protocol; 
· consider the child or young person's educational needs and circumstances; 
· consider educational continuity, aspirations and longer-term outcomes; 
· consider relevant safeguarding, SEND, medical, social and family circumstances; 
· consider the views of the child or young person and parent or carer where appropriate; 
· consider relevant professional information; 
· recommend the mainstream school considered most appropriate; 
· promote equitable distribution of Fair Access placements across schools; 
· identify relevant transition or support considerations; 
· support timely access to education; 
· record clear reasons for recommendations; 
· support the monitoring of Fair Access outcomes; and 
· identify recurring operational issues that may require strategic consideration. 
No single factor will automatically determine the Panel's recommendation.
5. Guiding Principles for Panel Members
In exercising their responsibilities, Panel members should:
· act lawfully, fairly and consistently; 
· place the needs and best interests of the child or young person at the centre of consideration; 
· consider all relevant information; 
· avoid relying on assumptions, labels or reputation; 
· exercise balanced and proportionate professional judgement; 
· promote equitable distribution of Fair Access placements; 
· recognise the individual circumstances of every child or young person; 
· have regard to safeguarding and welfare; 
· support inclusion and educational continuity; 
· promote successful and sustainable placements; 
· respect confidentiality; 
· identify conflicts of interest; 
· contribute constructively to collective consideration; and 
· support clear and accurate recording of recommendations and reasons. 
These principles reflect the governance framework developed for the main Protocol, including the agreed requirement for lawful, evidence-based, child-centred and transparent consideration. 
6. Panel Membership and Composition
Expressions of interest to be a member of the Primary FAP panel are sought from Headteachers on an annual basis during the Summer Term in preparation for the following academic year. Membership will aim to reflect the percentage of all DfE registered maintained schools and academies schools across the Borough where possible to ensure equal representation. There is no maximum set in terms of numbers of Headteachers who can express an interest in being a member of the Primary FAP.
All Secondary Head teachers are a Secondary FAP panel member, including AP providers. The LA will produce a rota for the academic year in partnership with Secondary FAP members to ensure that five members are invited each meeting. Membership will aim to reflect the percentage of all schools across the Borough that are community and maintained school where possible to ensure equal representation. The Chair from the previous FAP will attend the subsequent meeting as one of the five decision-makers to support continuity and consistency in decision-making.
Primary and Secondary FAP Panel members membership will cover one academic year. A minimum of three Headteacher members must be present at the panels to be quorate
Membership will normally cover one academic year.
Primary FAP

	Members Name
	Job Title
	School 
	School Type

	David Aizenberg (Chair)
	Headteacher
	Virtual School 
	LA Service 

	Jackie Bowers-Broadbent
	Headteacher
	Buxton School 
	Maintained 

	[bookmark: _Hlk233715096]Maureen Okoye
	Headteacher
	Arbor Academy Trust 
	Academy 

	Sohana Qureshi
	Headteacher 
	Greenleaf Primary School 
	Maintained

	James Hucknall
	Headteacher
	Walthamstow Academy Primary
	Academy 

	Chris Evans
	Headteacher
	Yardley Primary School
	Academy 

	Paul Acheson
	Headteacher
	Thomas Gamuel Primary School
	Academy 



Secondary FAP

	Members Name
	Job Title
	School
	School Type

	Jackie Bowers-Broadbent
	Headteacher
	Buxton School 
	Maintained 

	Gary Haines 
	Headteacher
	Chingford Foundation
	Academy 

	Alex Silk
	Headteacher
	Connaught School
	Academy 

	Aamena Mayet 
	Headteacher
	Eden Girls School 

	Academy 

	Jenny Smith 
	Headteacher
	Frederick Bremer School

	Maintained 

	Benita Simmons 
	Headteacher
	George Mitchell School
	Academy 

	Sonia Close 

	Headteacher
	Heathcote School
	Maintained 

	Nigel Armsby 

	Headteacher
	Highams Park School
	Academy 

	Carolyn Laws

	Headteacher
	Holy Family School
	Maintained 

	Sam Jones 
	Headteacher
	Kelmscott School
	Maintained 

	Mark Bland 

	Headteacher
	Lammas School
	Academy 

	Julian Onyelekere 
	Headteacher
	Leytonstone School

	Maintained

	Juan Hernandez 
	Headteacher
	Norlington School

	Academy 

	Emma Hobbs
	Headteacher
	South Chingford Foundation 

	Academy

	Emma Skae
	Headteacher
	Walthamstow Academy

	Academy 

	Helen Marriott 
	Headteacher
	Walthamstow School for Girls

	Maintained

	Rebecca Linden 
	Headteacher
	Willowfield School

	Maintained



7.Attendance and Participation by schools submitting cases to FAP
Primary FAP 
Referring schools must attend the panel to present their case and answer any questions. Schools identified as a parental preference will be invited to attend and take part in discussions. Where attendance is not possible, written feedback should be provided.
Secondary FAP
Referring schools are not required to attend the panel to present cases. Where a school is identified as a parental preference, a written response regarding the placement should be provided. Schools are expected to engage with the Panel and provide relevant information as requested.
8. Multi-Agency Representation
There is permanent multi-agency representation at FAP meetings, including:
	Members Name

	Job Title
	Service 

	Pauline Smith 
	Head of School Admissions Commissioning
	School Admissions Service


	Nicola George 
	Family Engagement Adviser
	Early Help Service 


	Kandaze Joseph
	Early Help Family Practitioner 

	

	Rebecca Sellears
	Learning Manager for Children with a Social Worker

	Children’s Social Care


	Ana Gioia
	Head of Statutory SEND 
	SEND

	Leonie Thomas 
	Principal Educational Psychologist
	Educational Psychology


	Luke Byford
 
	Police Officer 
	MET Police


	Dom Biagioni
 
	Police Officer

	

	Rebecca Scalzo 
	Clinical Lead 
	CAMHS



The precise representatives attending may be reviewed in response to operational need.
Multi-agency representatives will contribute relevant professional information and advice within their respective areas of responsibility. They are also expected  to share relevant information in relation to their area of responsibility where the appropriate consents have been obtained to do this in line with GDPR & Privacy Notices.
Their role is to support informed consideration of:
· the needs and circumstances of the child or young person; 
· relevant support already available or provided; 
· safeguarding and welfare matters; 
· additional support that may be appropriate; 
· the suitability and sustainability of potential mainstream placements; and 
· effective transition arrangements. 
9. Chair
The Chair is responsible for supporting the fair, orderly and timely conduct of the meeting.
The Chair will:
· ensure that Panel consideration remains within the scope of the Fair Access Protocol; 
· ensure that members have an appropriate opportunity to contribute; 
· ensure relevant information is properly considered; 
· support consistent application of the Protocol; 
· ensure that the child's circumstances and best interests remain central; 
· support consideration of fair distribution; 
· manage any declared conflicts of interest; 
· seek consensus wherever possible; 
· determine the Panel's recommendation where consensus cannot be reached, in accordance with Section 11 below; and 
· ensure that recommendations and relevant reasons are clearly recorded. 
10. Quorum
A Fair Access Panel will be quorate where a minimum of three Headteacher members are present.
The quorum applies to both Primary and Secondary Fair Access Panels.
11. Panel Consideration and Decision-Making
The Panel will seek to reach its recommendation through collective professional consideration and consensus wherever possible.
Panel members should consider the referral as a whole and not rely upon a single factor.
Consideration should include, where relevant:
· the child or young person's individual needs; 
· family circumstances; 
· previous educational history; 
· educational continuity; 
· curriculum requirements; 
· safeguarding; 
· SEND and reasonable adjustments; 
· attendance; 
· relevant professional advice; 
· school circumstances; 
· fair distribution; 
· reasonable travel considerations; 
· the child or young person's views; 
· parental or carer views; and 
· the likelihood of achieving a successful and sustainable placement. 
Where consensus cannot be reached, the Chair will determine the Panel's recommendation having regard to the discussion, evidence presented and principles of the Fair Access Protocol.
Any material difference of professional opinion should be appropriately reflected in the meeting record where relevant.
12. Fair Distribution
The Panel will support the fair and equitable distribution of Fair Access placements across participating schools.
Fair distribution does not mean that every school must receive an identical number of children.
No school should normally be expected to receive a disproportionate number of Fair Access placements over time.
Fair distribution must not be applied as a mechanical formula and must remain balanced against the needs and best interests of the individual child or young person.
13. Information Available to the Panel
Panel members should receive sufficient relevant information to enable informed and proportionate consideration.
This may include:
· Fair Access referral information; 
· previous educational history; 
· admission history; 
· attendance information; 
· safeguarding information; 
· SEND information; 
· medical or health information where relevant; 
· information regarding previous support and interventions; 
· behaviour information where relevant; 
· risk assessments where appropriate; 
· professional advice; 
· information from Alternative Provision where relevant; 
· reintegration plans
· educational aspirations; 
· curriculum information; 
· the views of the child or young person; 
· parents' or carers' views; and 
· other information materially relevant to consideration of the referral. 
14. Risk Assessment
Where a risk assessment is necessary, it should be undertaken by the appropriate referring body or professional service in accordance with its responsibilities.
Risk information provided to the Panel should be relevant, current and proportionate to the matters being considered.
The existence of a risk assessment should support safe and effective planning and should not, by itself, determine the Panel's recommendation.
15. Conflicts of Interest
Panel members must declare any actual, potential or perceived conflict of interest relating to a referral.
The Chair will determine how the conflict should be managed.
Depending upon the nature of the conflict, this may include:
· recording the declaration; 
· allowing the member to provide factual information but not participate in the final recommendation; 
· asking the member to withdraw from part of the consideration; or 
· another proportionate arrangement that protects the integrity of the Panel process. 
Any material conflict and the manner in which it was managed should be recorded.
16. Information Sharing and Confidentiality
All information considered by the Panel must be handled in accordance with applicable data-protection legislation, safeguarding responsibilities and information-governance requirements.
Panel members must:
· treat information shared through Fair Access as confidential; 
· use information only for legitimate Fair Access purposes; 
· share only information that is necessary, relevant and proportionate; 
· ensure information shared from their own service is disclosed lawfully; 
· maintain appropriate security when receiving, accessing or retaining Panel documentation; and 
· not disclose Panel discussions outside the legitimate professional context unless disclosure is required or permitted by law. 
Information should be shared securely through the Council's agreed systems and processes.
Detailed operational requirements relating to document distribution and secure information exchange may be maintained separately from these Terms of Reference so they can be updated where systems or procedures change.
The existing Terms of Reference already requires compliance with UK GDPR, the Data Protection Act and confidentiality requirements; this version aligns those provisions with the broader principles now contained in Section 4 of the Protocol. 
17. Meeting Frequency
Primary and Secondary Fair Access Panels will normally meet monthly during term time.
The current operating model provides for 11 Panel meetings across the academic year.
The current meeting pattern is:
Secondary Fair Access Panel: 9.00am–11.00am
Primary Fair Access Panel: 11.30am–1.00pm
Meeting frequency or timings may be reviewed where necessary to ensure that eligible children and young people can be considered without unnecessary delay.
18. Meeting Format and Administration
Fair Access Panel meetings will normally be held virtually using the Council's agreed virtual meeting platform.
The Fair Access Panel Coordinator will be responsible for the administrative coordination of meetings, including:
· issuing meeting invitations; 
· ensuring referrals contain full and accurate information
· maintaining the annual meeting schedule; 
· circulating appropriate Panel documentation securely; 
· recording attendance and apologies; 
· confirming whether the meeting is quorate; 
· supporting the Chair; 
· recording Panel recommendations, reasons and agreed actions; 
· communicating outcomes through the agreed School Admissions arrangements; and 
· maintaining appropriate Panel records. 
Operational meeting arrangements may be amended by the Council where necessary without changing the substantive governance principles contained in these Terms of Reference.
19. Recording Recommendations and Actions
The Fair Access Panel Coordinator will maintain an appropriate record of each case considered.
The record should identify:
· the referral considered; 
· relevant material information considered; 
· the Panel's recommendation; 
· the principal reasons for the recommendation; 
· any material differing professional views where relevant; 
· transition or support considerations; 
· agreed actions; 
· the person or service responsible for each action; and 
· relevant timescales. 
The record should be sufficient to demonstrate fair, transparent and consistent consideration without unnecessarily reproducing personal or sensitive information.
20. Communication and Implementation of Recommendations
Following the Panel meeting, the School Admissions Team will coordinate communication and implementation of the Panel's recommendation.
The relevant admission authority, receiving school, parent or carer and other appropriate parties will be informed of the outcome and next steps.
The Panel itself does not undertake the formal admission decision/process.
Implementation will proceed in accordance with the responsibilities established within the Fair Access Protocol:
Panel recommendation
↓
School Admissions coordination
↓
Admission Authority formal admission process
↓
Receiving School transition and implementation
21. Reconsideration and Differences of Opinion
Differences of professional opinion should be managed in accordance with Section 18 of FAP protocols  — Resolving Differences of Opinion.
Where exceptional circumstances arise after a Panel recommendation, reconsideration may take place in accordance with Section 20 of FAP protocols  — Decisions, Reconsideration and Statutory Rights.
Reconsideration is not a separate local appeal mechanism and should not routinely be used to repeat issues already fully considered by the Panel.
22. Accountability and Monitoring
The Council will maintain oversight of the operation of the Fair Access Panel.
Monitoring should support assessment of:
· number and nature of referrals; 
· timeliness of consideration; 
· distribution of placements; 
· implementation timescales (including time between FAP decision and CYP starting school; 
· placement stability; 
· reintegration outcomes; 
· recurring differences of opinion; 
· operational barriers; 
· equality and inclusion; 
· sustainability of placements; and 
· other relevant Fair Access outcomes. 
Monitoring should focus upon the effectiveness of the Fair Access system and not solely upon the number of admissions made.
Strategic monitoring and review will operate in accordance with Section 21 of FAP protocols — Monitoring and Strategic Overview.
23. Review of the Terms of Reference
These Terms of Reference should be reviewed alongside the Fair Access Protocol to ensure that they remain consistent with:
· the School Admissions Code and relevant legislation; 
· the approved Waltham Forest Fair Access Protocol; 
· local Fair Access governance arrangements; 
· experience of operating the Primary and Secondary Panels; and 
· changes to relevant Council structures or services. 
Where material changes are proposed to the governance of the Panel, these should be considered through the appropriate Council and school-partnership arrangements.




