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Introduction

Introduction
SAM (School Access Module) is a secure, online tool to enable staff working within schools easier, faster access
to pupil applications throughout the year. In addition to viewing individual applications, the system allows
Admission Authority (AA) Schools to assess and rank both phased and in-year applications in order of their
published admissions criteria. SAM is a live system, so as the Admissions and Transport Team update the data,
it is visible in SAM, and vice versa, speeding up the process for schools and the Local Authority (LA).

Course Objectives
By the end of the course the delegates will understand how to;
 Find your way around SAM
 Select an admission round


Verify pupil application information (e.g. sibling connection, addresses)










Ranking pupil applications (applying rules)
Export data to Excel
Accept Applications (Parental acceptance of places)
Add on roll date for new starters
View leavers and their destination/offered school
Create an ATF (to be imported into SIMS)
Running basic reports from SAM
Complete and submit Notification Form (for in-year admissions)

Overview
Schools are required by the LA to assist in the Authority’s statutory requirements to provide a co-ordinated
admissions service for primary and secondary age children. This process is called ‘phased transfers’ which includes
reception Intake, year 2/3 transfers and year 7 Intake.
Delegates may also wish to consider:

SIMS End of Year Processes Course

Course Requirements
The course is aimed at new users of SAM in the school office, new recruits or staff with responsibility for managing the
admissions in schools. No previous knowledge of SAM is required. It would be useful for users to have knowledge of
the general admission procedure in East Sussex schools.

Other Useful Documentation
You may find it useful that when working on your schools admissions processes, to have a copy of the following
documentation to hand, as they will contain specifics about local and national legal requirements;
 School Prospectus
 East Sussex County Council Applying for a School 2019/2020 Booklet
 School Admissions Code of Practice (www.gov.uk/government/publications/school-admissions-code--2)
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Logging In

Open your internet browser e.g. Internet Explorer and type the following link into the address bar:
https://eyeeonline.eastsussex.gov.uk/Login.aspx?ReturnUrl=%2fschools%2f

TIP: Save the web address as a Favourite in your browser, so that it is easily available next time. (To add a
favourite, once you have the website open, go to the top menu and click on Favourites/Add to
Favourites/Add).

Type in your Username and Password (these are case sensitive). There is only one username and password per
school.
If you require a reminder, please contact the Schools ICT Services Service Desk.

If you enter an incorrect username and/or password you will get the following warning message.

Once you have successfully entered your Username and Password you will be taken to the Home page.
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Admissions Processes

Schools are required to complete specific admissions processes throughout the academic year. These are divided
into Phased and In-Year Transfer processes.

What are Phased Transfers?
Phased Transfers are your schools main September intake. In order to be able to view applications for your phased
transfer intake, you will need to select one of the following admission rounds;




Infant/Primary Schools phased transfer round is called Starting School for the First Time 2020
Junior Schools phased transfer round is called Infant to Junior 2020
Secondary Schools phased transfer round is called Primary to Secondary 2020

As an Own Admissions Authority (AA) School, you will be responsible for the majority of the work associated with
your phased transfers, including ranking and assigning rules (previously known as criteria) to applications. There
are routines which your school will need to undertake at specific times of year (please refer to the Phased Transfer
Process grid in chapter 4).
Primary, Infant and Junior Schools are also required to review and check your leaver’s information within SAM,
checking addresses and destinations. In order to be able to view your leavers, you will need to select one of the
following admission rounds;



Infant schools will select Junior Transfer 2020
Primary and Junior schools will select Secondary Transfer 2020

What are In-Year Transfers?
In-Year Transfers refer to applications that come through for individuals for any year group, after the school year
has begun. In order to be able to view applications for your in-year transfers, you will need to select an admission
round, each year group at a time;
Primary Schools
(Primary/Infant/Junior)
Year R 2018/19

Secondary
Schools
Year 7 2019/20

Year 1 2018/19

Year 8 2019/20

Year 2 2018/19

Year 9 2019/20

Year 3 2018/19

Year 10 2019/20

Year 4 2018/19

Year 11 2019/20

It is the responsibility of each school,
regardless of whether they are an Own
or Non Own Admissions Authority
School, to process these applications in a
timely manner.
Ideally schools should be accessing SAM
every day to ensure that no applicant is
left waiting for a response to their
application.

Year 5 2018/19
Please refer to the In-Year Admissions
Process and Timeline in chapter 5.

Year 6 2018/19
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Phased Admissions Process and Timeline

The following grid has been designed to give schools an indication of what processes they need to complete during
a phased transfer process each year (‘Year’ refers to an academic year, Sept - Aug).
Specific deadlines will be given by the Admissions and Transport Team each year, and these will be published via
the Virtual School Bag (VSB). Please ensure that your school is familiar with the deadlines to ensure that all
processes are completed on time.

Process

Annually Recurring Timeline

Page

September onwards, each year, as soon as
applications start coming in.

7, 11

Applications will be downloaded towards the end of
September for you to view and check.

13 – 17

Check Distance column has been completed for each
application (in View Rankings Screen).

Ensure all have distances by the time you assign
ranked position and allow sufficient time for
admissions to enter all distances before arranging
Governors to sign off your rankings.

N/A

Select Criteria based on application information.

As soon as applications are received.

17 – 18

Assign Criteria, saves criteria and moves from Unranked
to Ranked screen.

As soon as applications are received.

19

Select Admission Round to view applications
View applications in View Rankings screen.
Read and check details in applications, addresses, family
connections, reasons, and rule if assigned.

Verify Sibling Connection in View Indicators screen.

Verify Addresses for leavers in View Indicators screen
(e.g. Infants Year 2, Junior/Primary Year 6).

Order Applications in order of Criteria and Generate List
Position.
National Allocation Day (notification of places)
Email – for parents who applied online via the Parent
Portal.
Letter (despatched on National Allocation Day) – for
parents who have sent a paper application.
View Final Offers Report.
Accept applications for new intake using the Parent
Acceptance routine in View Indicators screen.
Export ATF File from SAM in readiness for importing into
SIMS

Start: From September onwards each year, as soon
as applications start coming in.
Complete: Before end of January for Secondary and
end of February for Junior/Primary.
Start: September onwards each year, as soon as
applications are being made.
Complete: Before end of November for Secondary
and end of February for Junior/Primary.
Once all applications have had criteria assigned
before the deadline.
Infant, Primary, Junior: March 12
Secondary: End of December
Infant, Primary, Junior: 16 April
Secondary: 1 March
Infant, Primary and Junior: 2nd week in April.
Secondary: Last week in February.
Start: As soon as parents return completed
Admission Forms to school.
Start: Anytime from when the Export ATF link
becomes available (once final offers are known and
decisions sent to parents)
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25 – 26

23 – 24

21 – 22

N/A

32
27 – 28
35
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In-Year Admissions Process and Timeline

The following grid gives schools an indication of what processes they need to complete for each in-year application
they receive. Each in-year round runs for the entire academic year. In-year applications are ongoing and therefore
there are no specific deadlines to adhere to, only that SAM should be checked every day and applications should
be processed as soon as they are received.

Process

Timeline

Page

*NEW September 2018 - Change of Process*
Schools do not need to use the Round Management screen to
update their on-roll numbers.
The on-roll numbers for each year group will be collected via an
email from Admissions & Transport Team. Numbers to be entered
into an Excel spreadsheet and returned to them.

As and when the Admissions &
Transport Team email through for
them. This will normally be once every
4-6 weeks.

N/A

Select Admission Round to view any in-year applications (each year
group at a time)

June/July onwards, each year, as soon
as applications start coming in for the
following school year.
We strongly recommend that staff are
available during school holidays.

10

Ongoing.

13 – 17

As soon as applications are received.

N/A

As soon as applications are received.
As soon as applications are received.
As soon as applications are received.

17 – 18
19
25 – 26

Once criteria has been assigned to new
application.

33 – 24

Once you are able to establish who you
are able to offer or not offer a place to

37 – 40

View applications in View Rankings screen.
Read and check details in applications, addresses, family
connections and reason.
Check Distance column has been completed for each application in
View Rankings Screen (if not call Admissions and Transport Team).
Select Criteria (rule) based on application information.
Assign Criteria, saves rule, moves from Unranked to Ranked screen.
Verify Sibling Connection in View Indicators screen
View Query Preferences Report to see (if more than one waiting for
a place, who is most entitled based on criteria and if necessary
distance tie break).
Complete and submit Notification Form (regardless of whether have
space or not) informs Admissions and Transport Team of outcome of
Application.

If unable to offer, write to parents using template letters provided
by Admissions and Transport Team and provide option to appeal
and/or apply for waiting list.

Same day as completing SAM
Notification Form. Do not wait for
parent acceptances before sending
notifications they must be sent
immediately.
Same day as completing Notification
Form. Please remember this is a legal
requirement.

If offered and Admission Form returned, accept places using Parent
Acceptance in View Indicators screen

As soon as parents return completed
Admission Forms to school

27 – 28

Complete on-roll date, in View Indicators screen

Once start date is known

28

If able to offer place, write or email letter to parents using template
letters provided by Admissions and Transport Team.

9

N/A

N/A
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Selecting an Admission Round

Once you are logged in, the Home page is displayed. Here you can choose the required Admissions Round and
complete and submit a Notification Form.
Click on the drop down arrow to reveal the Admission Round options, select the round you want and click on the
Round Summary button. (See Chapter 3 Admissions Processes for more information on which round to choose).

Once you have chosen the round, you will be taken to the Round Summary page.
The chosen admission round will appear at the top left of the page beside your school name.

If you select the wrong Admission Round, click on the Home button, in the top right hand corner of the screen. This
will take you back to the Home page, allowing you to select your correct admission round.

10
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Round Summary Overview

In the top right hand corner of the Round Summary page there are two links.


Home will take you back to the Home page (where you can select an alternative round, complete and submit
the Notification Form).



Sign Out will log you out of SAM. It is advisable to also close the Internet window for additional security.

Once you access various panels within SAM you can return to the Round Summary screen by clicking on the Round
Summary button. The Round Summary page is divided into four main sections.

Preference Statistics holds statistical information regarding applications made to your school. This can be useful
for schools who wish to monitor the interest in their school and for possible financial planning.
Applicants enables you to view the applications in detail, rank applications using your schools published criteria,
accept places, verify sibling connections and verify addresses for leavers.
Files allows the export of data. Once your School has permission to view the View Final Offers report you will be
able to export an Admissions Transfer File (ATF), which can be imported into SIMS.
Reports is used to produce various reports all of which can be exported to Excel should you wish to manipulate
data or produce mailing lists.
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Preference Statistics

The information you find within the Preference Statistics area of SAM is automatically updated as applications are
transferred or input by the LA.

This area can be minimised by clicking on the Preference Statistics button, if you do not wish to see it.

Click on each section of the graph to view the percentage statistics. Click on the magnifying glass

button
(bottom right hand corner of each panel); this expands the statistics for the graph you have chosen. Click on the
Close button to return to the previous view.

Total Applications will show how many applications have been received for your school and what the applicant’s
preference was.

On Waiting List will show information about the preference of applications on the waiting list.
Total Withdrawn Applications will show information on applications that have been withdrawn and what their
preference was. This shows the movement of the applicants during the allocation process. Some of these will be
due to the allocation process and the ability to offer a higher preference and some may be parental decisions.
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View Rankings

The Applicants panel of the Round Summary page is where you manage your school’s applications.

IMPORTANT: You will not be able to
see which applicants have requested
your school as a first, second or third
preference, as legally this is not able
to form any part of the allocation of
criteria/decision making process.

The View Rankings screen allows you to view the applicants who have requested a place at your school. It also
allows you to view and allocate places for both your phased and in-year applications based on your school’s
published rules.
Click on the View Rankings button.

The View Rankings screen will default to display Unranked Applicants (those who have not yet had a criteria (rule)
assigned to them).
By default the Options panel will be visible. If you wish to hide the Options panel, click on the Hide Options button
on the top of the screen, or on the grey cross icon in the top right hand corner of the Options panel.
Once hidden, click on the Show Options button to bring the panel back.
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Options Panel
The Options panel allows the user to control
options such as the page size, display of columns
and filter applications. After each selection you
make, you will need to click on Search button.
Highlight Preferences: Is not generally used, but
allows you to search for applications between
specific dates.
Display: Will default to show you Unranked
applicants (applicants who have not had a rule
assigned to them). Changing this to Ranked will
display all applicants who have had a rule
allocated.
Late Preferences: Tick the box to include late
applications, untick to hide them.
Page Size: To display all applications (75
applicants is the default setting) click on the All
radio button.

Filters (including sibling/EHC Claim/Looked
After Child status)
The filters are designed to help inform you of
‘claims*’ made by the parent/carer for specific
statuses such as a Sibling Claim, Looked After
Child (LAC) Claim or EHC Claim (Education Health Care).
Tick the chosen filter box to apply the filter.
Untick the chosen filter box to remove the filter.
It is recommended that you use the filters, as well as reading each applicant detail screen to help analyse the
applications.
Order By: Allows you to select the order in which applications are displayed, based on Name, Criteria (rule), Date
of Birth or Distance. This field is useful for when viewing ranked applications (who have a rule assigned in the
Ranked screen).
Where an application is received by the Admissions and Transport Team claiming SEN or LAC, they will validate
(where possible), with the relevant teams.
*IMPORTANT NOTE: Please note that the ‘claims’ made by the applicants do not necessarily mean that they have
either understood the rule, or that it is true. It is the schools responsibility to undertake, where necessary
additional checks, if you are in any doubt as to whether the ‘claim’ made is accurate. Please contact the Admissions
and Transport Team for further support but please understand they may not be in a position to verify these for
you.
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Actions Button
The Actions button, located at the top of the screen, has four options within it. Export to Excel, Export to CSV,
Export All Fields and Display Options.

Exporting Applicant Data Lists
Export to Excel allows schools to export a list of their applicants to Excel from SAM, which may be useful for Head
teachers and/or Governors to see, before confirming the allocation of criteria.
To do this, click on the Actions button, then tick the Export all Fields box to ensure that all possible fields are
exported, then click on the Export to Excel button.

The file will then appear in your Downloads folder on your computer.
Export to CSV (Comma Separated Value) allows schools to export a list of their applicants to Excel from SAM, but
in a CSV file format.
To do this, click on the Actions button, then tick the Export all Fields box to ensure that all possible fields are
exported, then click on the Export to CSV button.

Data Protection & GDPR (General Data Protection Regulation)
Please ensure that if you export the Excel applicant spreadsheet on your network or print it out that the information
is stored and disposed of in line with your school’s GDPR Policies.
Your download folder may not be an appropriate place to store personal details on applicants and their families,
therefore it is recommended that if you download the file from SAM that these files are deleted after use, or saved
into a secure folder with limited access to it.
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Display Options
Display Options allows users to add or remove columns displayed on screen. Click on the Actions button, then click
on Display Options button and the screen (below) will be displayed.

Tick the boxes of the fields you wish to display. E.g. If you wish the applicant’s gender to appear, tick the Gender
box.
If you prefer not to see these additional fields ensure all the boxes are un-ticked. Click the Save button to accept
and the chosen fields will display in your screen.

Viewing Applicant Details
You are able to view further details about an Applicant, such as name, address, current school, claims made etc.,
from within the View Ranking screen.

Click on the row for the applicant you wish to view, the Pupil Details box will open, displaying a summary of their
application.
To close, click on the Close button in the top right hand corner.
17
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Assigning Rules (Criteria)

As an AA school, you are responsible for assigning criteria for both the phased and in-year transfer processes.
Each application received needs to be reviewed and a criterion assigned, in order for the application to be offered
a place.
If you are not already in the View Rankings screen, please
click on the View Rankings button.
Once you have analysed each application, and are happy
with which criterion you wish to assign, you will then need
to assign the criteria in SAM.
There are two different ways to assign criteria to an
applicant in SAM;

Option 1
Choose the criteria in the drop down box under Default Criteria at the top of the screen (this will default to the
highest criteria), then select each applicant by clicking on the Criteria box to the right of the applicant’s name.

The applicant’s criteria box will populate with the default rule (criteria) selected, the box in the Select column will
automatically be ticked and the record will highlight to indicate that it now has a rule assigned.

To save the rule which you have allocated to applicants, click on the Assign Selected button.
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Option 2
Choose the appropriate rule by clicking in the Criteria drop down box (to the right of the applicant’s name) and
selecting each rule individually. Once again the record will highlight and the box in the Select column will be ticked.

To save the rule which you have allocated to applicants, click on the Assign Selected button.

Saving Criteria (Moving from Unranked to Ranked)
When you save the rule which you have allocated to applicants, using the Assign Selected button, the assigned
applicants will disappear from the Unranked List and only unranked applicants will remain displayed (applicants
with no rule assigned).

To view the Ranked List (applicants with rules assigned), change the Display button (within the Options panel) from
Unranked to Ranked.

A list of Ranked applications will then be displayed. The latest applicants to be assigned rules will display an asterisk
in the far left column.

Unassigning Criteria
If you assign an incorrect rule to an applicant or there has been an amendment to an application resulting in a
different rule requiring assigning, you can unassign a rule.
19

Open the Ranked list and select the applicant(s) by ticking in the box beside their name, click on the Actions button
(top of the screen), then click on the Unassign Selected button.

This will put the applicant(s) back on the unranked list and you can re-assign the correct rule.

NOTE: The Unassign All button, under Actions, will unassign all ranked applicants. Only do this if you
wish to re rank all of your applicants. You will be asked to confirm, before going ahead.
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Generating a List Position

Once you have assigned rules to all the applications, you will then need to assess which applicant is first in line to
receive an offer of a place, this is particularly important if you are oversubscribed.
This process must be completed for your phased transfers by the date advised by admissions in advance.
Ideally this process should be completed for your in-year transfers as well, but may however not be necessary if
you only have one applicant to be processed.
To generate a list position you will need to be in the View Rankings screen, in the Ranked view, as these are the
applications which have criteria assigned.
You will first need to change the Order By drop down list to Criteria order, then click on the Search Button, which is
found at the bottom of the Options Panel.

This will ensure that all the applications will be given a list position based on the highest rule at the top (e.g. Education
and Health Care Plan), and lowest rule at the bottom (e.g. Out of Community Area).
Now you are ready to give your applications a list position based on rule, click on the Generate List Positions button,
found at the top of the screen.

The following warning message will appear at the top of the screen.

As we are automatically assigning the position based on rules, click on the Confirm Update Positions
button. The screen will refresh and the List Position column on the left hand side will now have
numbers assigned.
For phased transfers you must ensure that this process is completed by the deadline provided by
the Admissions and Transport Team in readiness for the Auto Allocation of places across East Sussex.
As SAM is a live system, the Admissions and Transport Team will be able to see when you have
completed this process.
21
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View Applications in Order of Assigned Rule

For in-year applications, you can view all the applications, including anyone who may have opted to remain on the
waiting list, in one place. This will allow you to assess which applicant is first in line to receive an offer of a place,
as and when a place becomes available.
This is an on-going process for in-year applications for each year group; as a result you must ensure that SAM is
accessed on a daily basis to ensure that no applicant is left waiting for a response to their request for a place at your
school.
In order to see the list of those requesting a place at your school, based on their assigned rule, you must first open the
Query Preferences report, found on the Round Summary page. Click on the Query Preferences button, within the
Reports panel, to open the report.
The Place Requested report within Query Preferences
will produce a list of all applications that have been input
and currently requesting a place at your school.
To run this report, tick the Place Requested box, under
Preference Status in the Options panel and click on
Search button. (See example left).
IMPORTANT – Please read!
To ensure applicants are processed fairly, a position
based on the highest rule at the top (e.g. Education and
Health Care Plan), and lowest rule at the bottom (e.g.
Out of Community Area) needs to be generated.
Click on the Criteria column heading once.
This will sort the data to display the applications in order
of highest rule at the top, and the lowest at the bottom.
Rules are not always visible in the Criteria column due
to current limitations of the software.
If you are able to see any rules (criteria) displayed in this
column, this will be because your school has added it in.
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Verifying Addresses (Leavers Only)

The LA requires Infant, Primary and Junior Schools to verify addresses for applicants who are applying for a place
at their next phase school.
Verifying applicant’s addresses confirms the details are correct which is important, as the distance from the home
address to the school can be used as a tie-break when a school is oversubscribed (more applications than places
available).
By cross referencing with the SIMS data that your school holds for that pupil, the LA are able to minimise the
number of fraudulent claims that are made, based on addresses.
Primary and Junior Schools can verify addresses for their Year 6 pupils who are applying for a secondary school
(year 7) place.
Infant Schools can verify addresses of applicants for their Year 2 pupils who are applying for a junior school (Year
3) place.

Verify Addresses
In order to verify the addresses you must select the correct round on the Home page.
To verify Year 6 addresses, you must choose the Transfer to Secondary round on the home page. Infant schools
need to choose the Transfer to Junior round.

Click on the View Indicators/On Roll Date button in the Applicants Section of the Round Summary screen.
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In the Options panel, click the Address
Verification radio button, under Indicators
section and then click on the Search button.
The screen will refresh as shown below.
Check the address information against that
which you hold in SIMS for that pupil.
If you are able to verify that the address in
SAM is correct (as per the SIMS records), you
will need to edit the record, click on the Edit
button.

Verify the address by ticking the Address Verified box.

Click on the Save button (floppy disc icon) to save changes or to cancel the changes click on the Cancel (cross icon).
The screen will revert to the previous view but the amended record will now have a tick in the Address Verified Box
and will move to the bottom of the list, ready for the next record to be actioned.

Unable to Verify Addresses
If the address in SAM does not match the address you hold for them in SIMS, please send a secure email to
admissions@eastsussex.gov.uk with as much address information as you have on the pupil/family.
The Admissions & Transport Team will then contact the family and ask for further evidence to support their
application.
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Sibling Confirmation

Often a parent/carer will claim in their application that the applicant has a sibling at the school at the time of
admission. In this situation the Admissions and Transport Team require schools to verify the claim using the View
Indicators/On Roll Date button.

Within the Options panel, click on the Sibling radio button
and then click on the Search button.
The screen will refresh and only the applicants whose
parents/carers are applying using sibling criteria will be
shown, along with the name of the sibling.
The default setting for all records at this stage is N/D (which indicates ‘No Decision’ has been made).
At this stage you will need to check that the sibling does in fact attend your school, and, that they will still be on
roll at the time of admission for the applicant (if you have stated this in your published arrangements).
E.g. If the sibling in currently in Year 6, and will have moved onto another school in September, generally this would
not be counted under the sibling criterion.
To edit the record, click on the Edit button.
It is then possible to edit the Sibling Confirmation and the Sibling Confirmation Reason.

Choose to Accept/Reject in Sibling Confirmation from the drop down box.

Use the Sibling Confirmation Reason box to type in the reason why it has been accepted or rejected.
E.g. Sister in Year 4 or Brother due to leave in July 2019.
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The record must then be saved using the blue Save button. The actioned record drops to the bottom of the list
ready for the next record to be edited.
Once saved, the Admissions and Transport Team are automatically updated with the information. This is an
important process as failure to update correctly may mean the wrong criteria/rule is applied.

Sibling Criteria/Definition
Please ensure that you are familiar with your own schools published criteria and definition of a sibling, as this can
vary from school to school.
You can check what has been published on behalf of your school within the ‘Applying for a School’ booklet, which is
available for download from the East Sussex County Council website.

IMPORTANT NOTE: As an AA School, it is likely that your school has its own sibling criteria and definition, so
please familiarise yourself first, before verifying the sibling connection.
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Parent Acceptance and On Roll Date

Once the LA has activated the View Final Offers report, you will be able to see all the applicants who have been
offered a place at your school. (For in-year offers please look under the Query Preferences report).
If a parent wishes to accept a place offered to their child, they would need to complete and return an Admission
Form to the school, to confirm their acceptance.
Once an Admission Form has been returned to the School, the offer should be updated to parent accepted in SAM.
The information input, automatically updates the Admissions and Transport Team.
If a parent declines, the School should notify the Admissions and Transport Team via SAM by declining the offer.
The information input automatically updates the Admissions and Transport Team.
IMPORTANT NOTE: If a Parent/Carer declines an offer of a place, then it must be received in
writing, either by letter or email.

How to Accept/Decline a Place
First select the correct round on the Home page. Then in the Round Summary screen click on the View
Indicators/On Roll Date button.

In the Options panel, under Indicator section, click on the Parent Acceptance radio button and click on the Search
button.
This will bring up a list of applicants offered a place at your school.
Click on the blue Edit button to amend the Parental Acceptance status from N/D (No Decision) to Accept or Decline,
using the drop down option in the Parental Acceptance column.
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You do not need to enter data in the Parental Acceptance Reason column, as this field is not in use.
Once a Parental Acceptance has been selected, you will need to click on the blue Save button (floppy disk icon).
Once saved the record will disappear from the list as the applicant’s record is updated.
NOTE: This process must be completed for both phased and in year processes, in order for the
Admissions and Transport Team and SAM system to remain up to date.

How to add an On Roll Date
Once the Parent Acceptance routine has been completed, and a start date is known, please ensure that an On Roll
Date is entered via the View Indicators/On-roll Date screen, as this will inform the Admissions and Transport Team
of the expected Start Date/Date of Admission of the applicant your school.
First select the correct round on the Home page. Then in the Round Summary screen click on the View
Indicators/On Roll Date button.

In the Options panel, under Indicator section, click on the On Roll Date radio button and click on the Search button.
This will bring up a list of applicants offered a place at your school.
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Click on the blue Edit button to add the On Roll Date using the drop down calendar option in the On Roll Date
column.

Once the date has been added, you will need to click on the blue Save button (floppy disk icon). Once saved the
record will appear in the list with the date entered displayed.
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Reports

Reports are accessed via the Round Summary screen. Click on the button of the report you wish to run.

Sorting Report Data
Once you have opened a report you can sort the data on screen by clicking on the column headings. This will sort
in ascending or descending order. E.g. sort the info into Surname or Criteria order.

Exporting Reports
All reports can be exported to Excel. Click on the Actions button.
Then tick the Export All Fields box to ensure all possible report fields are
exported and finally click on the Export to Excel button to export the
report into an Excel Spreadsheet.
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View Settings for Reports
The Options panel (same as seen in View Rankings screen)
allows you to make selections to change/filter the report data.
Highlight Preferences Changed Between: Allows you filter
results between two dates. (This will always default to the
current date).
Page Size: To display all applications click on the All radio
button
Waiting List Status: To display applications on waiting list (this
is subject to waiting list status being applied by Admissions
Team.
Preference Status: Available in Query Preference report to
decide on which type of report results you wish to display (See
Query Preference Report section for more guidance).
Search Text Columns: Allows you to search for specific text
within columns which hold text (will not search through
columns which hold numerical data).
Click on Search button once choices have been made.

Click on the Actions button to access the Display Options button. This allows
you to add or remove columns displayed on screen.
Tick the boxes of the data you wish to display. If you prefer not to see these
additional fields ensure the boxes are un-ticked.
Click Save button to accept and the chosen fields will display in your
screen. Click Cancel to come out of this screen.
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View Final Offers Report
To access the View Final Offers report, click on the View Final Offers button.

You will only able to view this report once it has been activated by the LA for phased transfer rounds only.
View Final Offers shows all the applicants that have been offered a place at your school. This list is generated from
the allocation process. This list can change if a parent/carer declines a place and a further offer is made to another
applicant. It may also change depending on the results of appeals made.

View Leavers Report
To access the View Leavers report, click on the View Leavers button.

This report allows you to view pupils who are due to leave at the end of the current academic year (e.g. for Primary
Schools this will be all the pupils in National Curriculum Year 6).
If the Number of Preferences column is 0, this represents that no preferences/applications have been made. It is
at this stage we would encourage Primary/Junior schools to send reminders out to these families, to ensure that
they have completed and submitted their application for processing.

If you are a Primary/Junior school and wish to view the destination school of your Year 6 leavers, you will have to
select round Transfer to Secondary, on the Home page, and click on View Leavers report in the Round Summary
screen.
If you are an Infant School and wish to view the destination school of your Year 2 leavers you will have to select
round Y2/3 transfer on the Home page, and click on View Leavers report in the Round Summary screen.
32

View Withdrawals Report
To access the View Withdrawal report, click on the View
Withdrawals button.
This report allows you to view pupils who applied for a place
but have withdrawn their application.
The report not only shows the pupils whose offers have
been withdrawn by parents but also whose applications
were discarded in the allocation process. E.g. the applicant
received and accepted a higher preference place at another
school.

Query Preferences Reports
To access the Query Preferences report, click on the Query
Preferences button.
This report gives you a complete overview of the allocation
process that your school has undergone since the auto
allocation process was run. The opening screen will display
all movement regardless of status.
For in-year admission rounds there is no option to view final
offers through the Final Offers report due to the fact that
in-year admissions is an on-going process. Instead you can
use the Query Preferences report to produce lists based on
certain statuses. These are individually outlined below.

Query Preferences - Place Accepted (Offers)
The Place Accepted report within Query Preferences, produces a list of applicants who have either been offered a
place or who have been updated with Accept status.
Accepted status indicates that
the parent/carer has returned
the Admission Form to the
school and the school has
completed
the
Parental
Acceptance routine in SAM. See
chapter 14, Parent Acceptance.
To run this report tick the Place
Accepted box only and click on
the Search button.
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Query Preferences - Place Requested
The Place Requested report within Query Preferences produces a list of all applications that have been input and
currently requesting a place at your school.
To run this report tick the Place Requested box and click on Search button.

Query Preferences - Place Withdrawn
The Place Withdrawn report within Query Preferences produces a list of applications that have either been
withdrawn from the school due to higher preference elsewhere or ‘Declined’ which indicates that the parent/carer
has declined the offer.
To run this report tick the Place
Withdrawn box and click on
the Search button.

Query Preferences – Parental Acceptance
Within Query Preferences, you can also produce a list of only those applicants whose place has been accepted
within SAM (see chapter 15).
To run this report, tick the
Place Accepted and Previously
Accepted boxes together and
then click on the Search
button.
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Export ATF (Phased Transfers Only)

Exporting an ATF
An Admission Transfer File (ATF) enables schools to export phased transfer applicant records from SAM using the
Export ATF button and import into SIMS.
It is recommended that schools make use of this secure data transfer facility as it removes the need to manually
add each Applicant to SIMS, thus reducing the potential for error and duplication of contacts within SIMS.
The ATF will be available once the final offers have been made to applicants each April.
NOTE: The option to create an ATF is not available for in-year admissions.
To create an ATF click the Export ATF button on the
Round Summary page.
This will begin a download of the ATF, which you will
see in your taskbar (bottom left hand side of your
screen).
You can display the file in its downloaded location on
your network by clicking on the side arrow, and
selecting Show in folder.

From here you will then need
to right click CUT, then PASTE
the file to the preferred
location on your network.

The suggested file path to save files to is S/SIMS/Star/ATFIN. You may need to create an ATFIN folder if you do not
already have one.
The file will now be saved in the correct location ready to be imported into SIMS.
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When you are ready to import the ATF into SIMS, log into SIMS, go to Routines/Admission/Import ATF File and
follow the step by step onscreen instructions.
Please note that you will need to have created an Admission Intake Group in SIMS before importing the ATF.
Re-importing multiple ATF’s into SIMS may overwrite any manually updated information for that applicant.
Please be aware that this file includes personal idenfiable applicant information and thefore must be saved in a
secure place with limited staff access. When you have completed the import into SIMS, it is recomemdned that
these ATF files are deleted to prevent unautorised access/sharing of personal information, in repsect of GDPR
policy.
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Notification Form (In Year Transfers Only)

Finding the Notification Form
The Notification Form allows you to confirm to the Admissions and Transport Team whether or not you are able to
offer an in-year place to an applicant.
NOTE: It is recommended that before you complete the Notification Form, you export the applicant details from the
View Ranking Screen to ensure you have all the necessary information to hand, when completing the form.
As previously mentioned, once the use of the export is complete, please ensure that the file is permanently deleted to
maintain the security of the applicant information.
Click on the Submit Notification
button to open the form.
The form is made up of a variety
of drop down fields, tick boxes
and free text fields which need to
be completed.

Applications cannot be moved on if notifications are not sent and it is a legal requirement of all AA schools to advise
the authority of the outcome of their applications in a timely manner.
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Completing the Notification Form
Round – Select the correct round in which the applicant’s details appeared in in SAM. E.g. Year 1.

NC Year – Select the National Curriculum Year which the applicant will be admitted to. E.g. NC Year 1.

School Officer (name) – Name of the person submitting the form, and the name of the school (as the school details
are not automatically included in the form). E.g. Jane Smith, Waters Edge School.

Child Forename, Child Surname – both to be completed with the details you have for the applicant.

DOB – Date of birth of the applicant in a DD/MM/YYYY format. E.g. 04/09/2010.

Gender – Tick the box for the relevant gender of the applicant.

Address Line 1, Address Line 2, Locality (if relevant), Town and Postcode – Please complete with the details submitted
for the applicant.
Current School LA – Only complete this if the current school the applicant is attending is in East Sussex. If they are
currently attending a school in another local authority, do not complete this field.
If East Sussex, choose from the drop down list.

Current School – Only complete if East Sussex has been chosen in the ‘Current School LA’ field.
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If the previous field was East Sussex, you will be able to choose from a list of schools, and early years education
providers that exist in East Sussex.

Has Statement – Whether the applicant has an Education and Health Care Plan (formerly Statement of SEN).
Is In Care – Whether the applicant is in the care of a Local Authority.
Has an Offer Been Made – has your school formally offered the applicant a place at your school?
Yes = If you have been able to offer a place
at your school, you must write to the
parent/carer, (template letters can be
provided from the Admissions and
Transport Team), formally offering the
place, with any supporting information,
including an Admission Form.

No = If you are unable to offer a place, you must complete a Notification Form, giving your reasons for this decision
e.g. no spaces in year 1 as class already 31. You must also write to the parent/carer, (template letters can be provided
from the Admissions and Transport Team), formally rejecting the application, along with any other relevant
information such as appeals procedure documentation, waiting list information etc.
The Admissions and Transport Team will then look at suitable alternative schools, if no places available they will
consider the application under the ‘Fair Access Protocol’.
Has an Offer Been Accepted – have you received the competed Admission Form back from the parent/carer
confirming their acceptance of the place offered to the applicant?
Yes = If you have written to the
parent/carer to offer the place
and they have completed and
returned the Admission Form
back to your school.
No = If you haven’t yet received
the competed Admission Form back from the parent/carer confirming their acceptance of the place offered. This is
often the case when completing the Notification Form for that applicant, as you will have only just sent the offer letter
out.
When you select the No option, the Reason For Refusal box will appear. This allows you to type a reason as to why
the place has not been accepted. E.g. ‘Place has been offered, letter and form sent out, not yet received back’.
At this stage, you are able to submit the Notification Form by clicking on the Submit button.

It is recommended that you either print the page or save a copy (by using the Print Screen option on your keyboard)
as no record is kept in SAM as to what Notification Forms have been completed/submitted.
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Offering Places from Waiting List
If you were able to offer a place from your waiting list (Governors Unable to Offer status can be viewed in Query
Preference Report), then when completing the Notification Form, please state in the Other Notes field that this is the
case. E.g. Offered place from waiting list.

Completing the Notification Form for Paper Applications Received
If a parent/carer submits a paper application form directly to the school, please provide additional information the LA
will require in order for them to add the applicant to the pupil database. E.g. Address, Parent Name, preference
information.
This additional information can be added to the Other Notes field.

Support of SAM
Please contact Schools ICT Services if you have questions on the use of SAM on 01273 482519 or email
schoolsict@eastsussex.gov.uk

Support and Advice on Admissions Process
Please contact ESCC Admissions & Transport Team on 0300 330 9472 or email admissions@eastsussex.gov.uk
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