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School Transport 
application received

Is the child 
attending the 

nearest suitable 
school?

Are the distance 
criteria met?

Yes

No
Is the route 
hazardous?

No

Does the child have 
ALN that may 

affect transport 
eligibility?

No

Pass application to ALN 
Team

Yes

Could a place be 
allocated at the 
nearest suitable 

school?

No Yes

No

Is the child 
attending full-time 
education in years 
Reception – Yr 13?

Yes

No

Child is eligible – add to 
Capita ONE as 

unprocessed journey 
with appropriate 

eligibility code

Yes

Yes

Ensure Passenger 
Transport process 

journey within 
timescale

Send 
acknowledgement to 

parent with Passenger 
Transport contact 

details

Child not eligible

Refusal letter sent 
to parent

Parent appeals 
against the decision

Appeal considered 
by senior officer

Outcome of appeal 
sent to parent

No

Appeal Upheld?

Receipt of 
application 

acknowledged

 


