
 
        
 
 

ST ALBERT THE GREAT SCHOOL 

 

POLICY FOR ADMISSIONS 2017 - 2018 
 
The Governing Body has sole responsibility for admissions to St Albert the Great Catholic 
School and intends to admit 30 children at the beginning of each academic year. This is the 
published admission number for the school.  
 
Applications are invited for September 2017 for children who will attain 5 years of age 
between 01/09/2017 and 31/08/2018. As a Catholic school, we aim to provide a Catholic 
education for all our pupils. At a Catholic school, Catholic doctrine and practice permeate 
every aspect of the school’s activity. It is essential that the Catholic character of the school’s 
education is fully supported by all families in the school. All families are therefore expected to 
give their full, unreserved and positive support for the aims and ethos of the school.  
 
For several years the school has been fully subscribed and has received applications which 
exceed the number of places available. Whenever there are more applications than places 
available, the following over-subscription criteria will apply:  

 

Over-Subscription Criteria for Admission  
 

1. Catholic1 or looked after2 children and Catholic children previously looked-after who 
have been adopted3 or made subject to child arrangements orders4 or special 
guardianship orders.5  

2. Baptised Catholic children with a Certificate of Catholic practice6 who will have a 
sibling7 at St Albert the Great School at the time of admission.  

3. Other Baptised Catholic children with a Certificate of Catholic practice who are 
resident within our parishes – Our Lady Queen of All Creation, The Church of the 
Resurrection and St Mary and St Joseph.  

4. Baptised Catholic children with a Certificate of Catholic practice who are not resident 
within the local serving parishes.  

5. Other baptised Catholic children. 
6. Other looked-after or previously looked-after children who have been adopted or 

made subject to child arrangements or special guardianship orders. 
7. Other children with siblings at the school  
8. Children of Catechumens8 
9. Members of other Eastern Christian Churches9 
10. Practising Christians,10 whose application is supported by a letter from their minister 

confirming membership of the faith community.  
11. Any other applicant.  

 
1 Catholic means a member of a church in full communion with the See of Rome. This includes the Eastern Catholic 
Churches. This will normally be evidenced for a child by a certificate of baptism in a Catholic church or a certificate of 
reception into the full communion of the Catholic Church.  
2 Looked after child has the same meaning as in s.22 of the Children Act 1989, and means any child in the care of a local 
authority or provided with accommodation by them (eg children with foster parents at the time of making an application to 
the school).  
3 Adopted means those children who, following being looked after, have been adopted and whose parents can give proof 
of this status.  
4 A child arrangements order is an order under the terms of the Children Act 1989 s.8 settling the arrangements to be 
made as to the person with whom the child is to live. Children ‘looked after’ immediately before the order is made, qualify 
in this category.  
5 A special guardianship order is an order under the terms of the Children Act 1989 s.14A which defines it as an order 
appointing one or more individuals to be a child’s special guardian(s).  
6 ‘Certificate of Catholic Practice’ means a certificate given by the family’s parish priest (or the priest in charge of the 
church where the family practises) in the form laid down by the Bishop’s Conference of England and Wales.  The CCP is 
available from the school or from the Diocese at www.rcdow.org  



 
        
 
 

7 A Sibling refers to a brother or sister, half brother or sister, adopted brother or sister, step brother or sister or the child of 
the parent/carer’s partner, and in every case, the child should be living at the same address.  A sibling relationship does 
not apply when the older child(ren) will leave before the younger one starts.   
8 Catechumen means a child who is a member of the catechumenate of a Catholic Church. This will normally be 
evidenced by a Certificate of Reception into the Order of Catechumens.  
9 Eastern Christian Church includes Orthodox Churches, and is normally be evidenced by a Certificate of Baptism or 
Reception from the authorities of that Church.  
10 Christian is a member of a Church which belongs to ‘Churches Together in Britain and Ireland.’  

 
 
 

Within each of the over-subscription categories, priority will be given, in the following order, 
to children who are:  
 
children of staff  (teaching and non-teaching, who have worked at St Albert the Great School 
for at least two years at the time of application), who live at the same home address as that 
member of staff.  

 

Tie Break 
In the event of these criteria not being able to distinguish between applicants, then the 
applicant living closer/closest to school will have priority. The home to school distance will be 
measured from the premium address point of the child’s home to the address point of the 
school, using Hertfordshire County Council’s ‘straight line’ distance measurement system. In 
the event that two equidistant applicants are applying for the one remaining place, a random 
allocation (lottery) will be made in the presence of an independent witness. The child’s home 
is defined as where the child spends more than 50% of the week.  
 
If application is made for twins/triplets/siblings in the same academic year, and one child is 
offered a place, the governors will admit the twin/siblings.  
 
The governors will give top priority within a category to children with exceptional needs, 
where:  
i) the needs are presented at the time of application in the form of compelling written 
evidence from an appropriate professional such as a social worker, doctor or priest.  
ii) the needs of the child can only be met at this school as opposed to any other.  
 
The admission of pupils with an Education, Health and Care Plan (EHC) is dealt with by a 
completely separate procedure. Details of this separate procedure are set out in the Special 
Educational Needs Code of Practice. Parents of children with an EHC Plan should contact 
their local authority SEN department.  Children with this school named in their EHC Plan will 
be admitted.  
 
The governors will maintain a continuing interest list for admissions, which will be ranked 
only when places become available in the school. Ranking will be in accordance with the 
published admissions criteria. Children will be kept on the continuing interest list until such 
time as their age makes them no longer eligible for admission, or parents request withdrawal 
from the list.  

 

Admissions Procedure  
Parents should complete a Supplementary Information Form (SIF), which is returned to St. 
Albert the Great School, and an online e-admissions form from the local authority area in 
which they live. Applicants may also ask their local authority for a paper form if they wish. 
The SIF is available from the school website (www.albertthegreat.herts.sch.uk) or by post 
from the school at the request of the parents. The date for return of the SIF is specified 
below and is the same as the closing date for the local authority form. Parents should 
complete the SIF and the e-admissions form by the specified date. If a SIF is not completed, 
the Governing Body will apply their admission arrangements using the information submitted 



 
        
 
 

on the e-admissions form only, which may result in the application being given a lower 
priority.  
 
 
A Baptismal Certificate will be required to accompany all applications by Catholics. 
 

CERTIFICATE OF CATHOLIC PRACTICE 
 
Applicants applying under criteria [2.3 and 4] must submit a Certificate of Catholic Practice 
(CCP) by the closing date.  This form (which used to be called a priest’s reference form) is 
available from the school or from the diocesan website at www.rcdow.org.uk.  Parents 
should fill in the top part of the form with their details and then take the form to their parish 
priest (or the priest at the parish where they normally worship) for signature.  It is the 
parent’s duty to ensure that the CCP is submitted to the school in good time.  The priest will 
only sign this form if he knows you and agrees that you are a practising Catholic family.  You 
will need to get a form signed for each Catholic school you are applying to which has a 
‘practising Catholic ’criterion. 
 
 
The Admissions Committee of the Governing Body will meet in the Spring Term to consider 
applications for the following September. Successful applicants will be invited to spend an 
afternoon in school during the latter part of the Summer Term, prior to admission.  

 

Late Applications  
Applications arriving after the closing date of 15th

 January 2017 will be dealt with after all 
initial offers have been made.  

 

RECEPTION YEAR DEFERRED ENTRY 

 
Applicants may defer entry to school up until compulsory school age i.e. the first day of term 
following the child’s fifth birthday.  Application is made in the usual way and then the deferral 
is requested.  The place will then be held until the first day of the spring or summer term as 
applicable.  Applicants may also request that their child attend part-time until compulsory 
school age is reached.  Entry may not be deferred beyond compulsory school age or beyond 
the year for which the application has been made.  Therefore applicants whose children 
have birthdays in the summer term may only defer until the 1

st
 April 2018. 

 

SUMMER BORN CHILDREN 
 
If a parent wishes his/her summer born child to start school in Reception in the September 
following his/her 5

th
 birthday i.e. a child born between 1

st
 April – 31

st
 August being admitted 

to Reception at 5 years of age, they should make the school aware of this by writing a letter 
to the Chair of Governors at the time of application.  Parents must then submit an application 
in the normal way.  This application will be treated in the same way as all other applications 
and there is no guarantee that an offer will be made. 
 

CHILDREN EDUCATED OUSIDE THEIR CHRONOLOGICAL AGE GROUP (except 

summer born children) 

 
Parents may apply for their child to be educated/outside his/her chronological age group i.e.  
a year behind or a year ahead.  Application should be made to the Chair of Governors at the 
time of application and any supporting evidence should be submitted at the same time. 
 

http://www.rcdow.org.uk/


 
        
 
 

Governors will consider each case on its own merits and permission will only be given in 
exceptional circumstances. 

 

In-Year Admissions  
Applications for In-Year admissions are made directly to the school. Where there is no 
waiting list the local authority will be notified and the child admitted. If more applications are 
received than there are places available then applications will be ranked by the Governing 
Body in accordance with the oversubscription criteria. If a place cannot be offered at this 
time then a request can be made for the reasons and information will be given of the right of 
appeal. The opportunity of being placed on a waiting list will be made. This waiting list will be 
maintained by the Governing Body in the order of the oversubscription criteria and not in the 
order in which the applications are received. When a place becomes available the Governing 
Body will rank the list according to the criteria and make an offer.  
 

Fair Access Protocols  
The school is committed to taking its fair share of children who are vulnerable and/or hard to 
place, as set out in locally agreed protocols. Accordingly, outside the normal admissions 
round the Governing Body is empowered to give absolute priority to a child where admission 
is requested under any local protocol that has been agreed by both the Diocese and the 
Governing Body for the current school year. The Governing Body has this power even when 
admitting the child would mean exceeding the published admission number.  

 

Appeals Procedure  
Parents have the right of appeal against the decision of the Governing Body to refuse 
admission. The Chair of Governors should be contacted via the school by 26th

 May 2017. 
Information about how to appeal is available at www.hertsdirect.org.uk. The decision of the 
Appeals Committee is binding in law.  

 

In the event of fraudulent information being presented in an application, the 

Governing Body reserves the right to withdraw the offer of a place.  

 

Timetable for Admissions for September 2017  
Closing date for receipt of the e-admissions Form (County) and the Supplementary 
Information Form (School) is 15th

 January 2017. Notification letters will be sent out by the 
local authority, on behalf of the governors, on 18th

 April, 2017.  

 
 



 
 

Diocese of Westminster 
Catholic Primary Schools 

Supplementary Information Form   2017 – 2018 
Foundation Stage 2 

School applying to:  St. Albert the Great Catholic Primary School 
                                   Acorn Road 
                                   Bennetts End 
                                   Hemel Hempstead 
                                   Hertfordshire  HP3 8DW 

 
Child’s Details 

 

Parent/Carer Details 

1st Parent(s)/Carer(s) name:  

Address: 

Telephone number: 

 

Alternative contact details: 
Name: 

 

Address: 

Telephone number: 

 

      

Details of Religion 

Religion of child: 
(Please tick) 

Catholic Other Christian (name of 
denomination e.g. Methodist) 
 

Other faith 

Catholic Parish you live in:  

Church where child was baptised and date of 
baptism: (baptism certificate required) 
 

 

Name and position of priest or religious leader 
supplying reference(where appropriate): 

 

Names of brothers or sisters at this school: Name                          Class or Year Group 

Child’s surname: 

Child’s Christian or other first name: 

 

Home Address: Date of Birth: 

  

 Postcode: 



 

 

 
Is your child ‘looked after’ by the local 
authority, adopted having previously been 
‘looked after’ or subject to residence or special 
guardianship orders?  (Please circle your 
response) 

              Yes                    No  

 

Does your child have exceptional medical, pastoral or social needs that can only be met by 
attendance at this school? Please circle.  (Professional evidence will be required.) 
 
        YES                                                                    NO 
 

 

I confirm that I have read and understood the Admissions Policy and that the information I 
have provided is correct.  I understand that I must notify the school immediately if there is 
any change to these details and that should any information I have given prove to be 
inaccurate that the governors may withdraw any offer of a place even if the child has already 
started school. 
 
 
 
Signed………………………………………                Date…..………………… 
 
 
Please note: 

• Where applicable parents can obtain a priest’s reference form from the school or from the 
Diocese of Westminster website at www.rcdow.org.uk/Education Follow Guidance & 
Policy Documents, Admissions: Guidance notes and reference form for priests. 

 
• Applicants from other Christian denominations and other faiths may attach a reference from 

their minister or religious leader. 
 

• You must complete the Local Authority’s Common Application Form and return to the 
council offices by the closing date.  If you do not do this you will not be offered a place. 

 
 

Checklist: 

Have you enclosed  Copy of baptism certificate? 
   Priest’s Reference Form (where necessary)? 
   Evidence of exceptional need (where appropriate)? 
 
Have you completed your local authority’s Common Application form?  
 
 
 

http://www.rcdow.org.uk/Education


 
 
Parish Boundaries: 
 
Hemel 
Hempstead 
(East) 
 

The urban area of Hemel Hempstead in the district of Dacorum including Adeyfield, 
Bennetts End and Leverstock Green, within the boundaries given below. 
 
North Queensway from Bohemia, Swallowdale Lane, a line from the end of 
Swallowdale Lane to the junction of Cherry Tree Lane and Redbourne Road, Cherry 
Tree Lane, then Three Cherry Trees Lane to the bridge under the M1 at the end of 
Hog End Road. 
 
East: The M1 from the Hog End bridge to the Hemel Hempstead Road (A414). 
 
South: A414 from the M1, Bunkers Lane, Belswains Lane. 
 
West: From the western end of Belswains Lane the boundary passes between 
Deaconsfield Road and Semphill Road to cross the western end of Wheelers Lane 
excluding Jarman Close.  Then across Jarman Fields to pass between Redwood 
Close and Old Crabtree Lane, then to the east of Burnett Close before turning 
northwest to cross St Alban’s Road and pass between Paradise and the southwestern 
corner of Turners Hill.  Following the curve of, and including Turners Hill the boundary 
passes to the east of Hill Field Road excluding Walnut Grove and passing between 
Concorde Drive and Mountfield Road to Cross Adeyfield Road and enters Keens 
Fields.  Then northeast across Keens Fields passing east of Downside to join 
Queensway at the Bohemia junction. 
 
Note: The boundary runs along the centre of any road mentioned as a boundary. 
 
Agreed by St Albans Deanery 8.2.94 
Herts Area Advisory Council 29.1.96 
 

Hemel 
Hempstead 
(Boxmoor) 
 

The urban area of Hemel Hempstead in the district of Dacorum including Boxmoor, 
Two Waters, Apsley, Felden, Bourne End, Pouchen End and Chaulden within the 
following boundaries. 
 
North: From the Berkhampstead boundary just east of Potten End a line between 
Boxted House and Fields End Farm joining Long Chaulden immediately west of 
Newlands Road.  Long Chaulden, Warners End Road and Queensway to the junction 
of Bohemia. 
 
East: From Queensway where Bohemia joins, southwest across Keens Fields, 
including Downside, crossing Adeyfield Road at its western end to pass between 
Concorde Drive and Mountfield Road, turning southeast to include Hillfield Road and 
Walnut Grove, then following the curve of, but excluding Turners Hill and crossing St 
Albans Road between Paradise and the southwest corner of Turners Hill. From there 
the boundary includes Burnett Close and enters Jarman Fields between Redwood 
Drive and Old Crabtree Lane, crossing the western end of Wheelers Lane and 
including Jarman Close, then passing between Deaconsfield Road and Semphill Road 
to join Belswains Lane at its western end. Belswains Lane to the District boundary 
which turns 90 deg southwest from the Lane, crossing the River Gade and the London 
Road (A41) to join the railway 200 yards south of Apsley station, then northwest on 
the railway on the railway 00 yards to St Mary’s Church. 
 
South: The District boundary from St Mary’s at Apsley to Berkhampstead Civil Parish 
boundary at Bourne End. 
 
West: Berkhamsted Civil Parish boundary from Bourne End to Potten End. 
 
Note: The boundary runs along the centre of any road mentioned as a boundary. 
 
Agreed by St Albans Deanery 8.2.94 
Herts Area Advisory Council 29.1.96 
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