
ST. CUTHBERT MAYNE CATHOLIC JUNIOR SCHOOL  
 

PROPOSED POLICY FOR ADMISSIONS 2017 - 2018 
 

The Governing Body has sole responsibility for admissions to St. Cuthbert Mayne School and intends to admit 60 
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 8 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. Whole-hearted commitment to 
the aims and ethos of the school is expected.  
 
The school works closely with St. Rose’s, which is our linked infant school. However, the two schools have 
separate application processes, and admission to St Rose’s does not guarantee admission to St. Cuthbert Mayne. 
 
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 looked after2 children and Catholic children 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. Cuthbert 

Mayne at the time of admission. 
3. Other baptised Catholic children with a Certificate of Catholic Practice. 
4. Other children baptised into the Catholic Church. 
5. Other looked after children and children who have been adopted or subject to child arrangements orders or 

special guardianship orders.  
6. Catechumens8 
7. Other children who will have siblings in the school at the time of admission. 
8. Members of other Eastern Christian Churches9 
9. Practising Christians,10 whose application is supported by their minister.  
10. Any other applicant. 

 
Within each over-subscription category, highest priority will be given, in the following order, to: 
 
A) children with exceptional needs, where 

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 Bishops’ 

Conference of England and Wales. 

7 Sibling means brother or sister, to include adopted brothers and sisters, half brothers and sisters,step brothers and sisters, foster children, looked after or 

previously looked after children and other children living permanently in a placement within the home as part of the family household from Monday to 

Friday at the time of this application... A sibling link will not be recognised for children living temporarily in the same house, for example a child who 

usually lives with one parent but has temporarily moved or a looked after child in a respite placement or very short term or bridging foster placement. The 

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 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.’ 

                                                           



 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. 

 
B) children of staff (teaching and non-teaching, who have worked at St. Cuthbert Mayne School for at least two 

years at the time of application), who live at the same home address as that member of staff. This includes 
step-children and children of partners, where the children live with the member of staff. 

C) pupils of St. Rose’s Infant School. 
  

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 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. Under 
the terms of Section 324 of the Education Act 1996, the governors have a duty to admit any child with an 
Education, Health and Care Plan, where this school is named, unless admission is inappropriate for any of the 
reasons outlined in Section 8.62 of the SEN Code of Practice.  
 
Parents wishing to have their child educated outside his/her chronological age group must send a written request, 
with reasons, to the Chair of Governors, enclosing any evidence, to arrive no later than 15th January, 2017. 
 
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. Cuthbert Mayne 
School, and a Common Application Form (CAF), which is returned to the local authority. The CAF can be 
accessed at www.hertsdirect.org/admissions (If applicants live outside Hertfordshire, the CAF must be returned to 
the home local authority).  The SIF is available from the local authority, from the school website 
(www.cuthbertmayne.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 CAF. Parents should 
complete the SIF and the CAF by the specified date. If a SIF is not completed, the Governing Body will apply 
their admission arrangements using the information submitted on the Common Application Form only, which 
may result in the application being given a lower priority. 
 
A Baptismal Certificate and a completed Certificate of Catholic Practice (CCP), signed by your priest, will be 
required to accompany all applications by Catholics,. The CCP is available from the school or from the Diocese at 
www.rcdow.org.uk  
 
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. 
 
 
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 

http://www.hertsdirect.org/admissions
http://www.cuthbertmayne.herts.sch.uk/
http://www.rcdow.org.uk/


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. The admission of children 
under the Fair Access Protocol will take priority over children on the continuing interest list. 
 
Appeals Procedure 
All unsuccessful applicants have the right to appeal to an independent panel for a place to be made available for 
their child. Hertfordshire parents wishing to appeal, who applied online, should log onto their online school 
application and click on the link “register an appeal”. If the application was not made using Hertfordshire’s online 
application system parents should contact the Customer Service Centre (0300 123 4043) to request an appeal 
pack. 
For In Year applications parents should contact the school directly in the first instance. 
 
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 Common Application 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 
St. Cuthbert Mayne Catholic Junior School                      

Supplementary Information Form   2017 - 2018 

School applying to:   St. Cuthbert Mayne Catholic Junior School 
   
Child’s Details 
 

 
Parent/Carer Details 
 

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

Address: 

Telephone number: 

 

2nd Parent(s)/Carer(s) Name:  

Address: 

Telephone Number: 

 

If either parent has been employed as a member of staff at 

St. Cuthbert Mayne for at least two years, please give details: 

 

 
Details of Religion 
 

Religion of Child: 
(Please tick) 

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

 
 

Other Faith 

Parish you live in:  

Church where child was baptised: (Baptism 
Certificate required) 

 

Date of Baptism:  

Church you currently attend:  

Name and position of priest supplying Certificate of 
Catholic Practice or religious leader (where 
appropriate)  : 

 

 
Education/Pastoral 

Your Child’s Current 
School: 

Name of school:  

Address of school: 
 
Telephone number: 

 

Child’s Surname: Child’s Christian Name: 

Home Address: Date of Birth: 
  

Postcode: 



Does your child have exceptional medical, pastoral 
or social needs that can only be met by attendance 
at this school? Please circle. If you have circled 
yes, please attach evidence from the appropriate 
professional. 

 

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 Certificate of Catholic Practice from the school or 
from the Diocese of Westminster at www.rcdow.org.uk/Education  
 

• Applicants from other Christian denominations and other faiths may attach a reference from 
their minister or religious leader. 
 

• You must complete your local authority’s Common Application Form and return it to the 
council offices by the closing date of 15th January 2017. If you do not do this you will not be 
offered a place. The form is available at www.hertsdirect.org/admissions  

 
Checklist: 
Please ensure that you have enclosed:   

          Copy of Baptism Certificate      

    Certificate of Catholic Practice (where necessary)  
 
    Evidence of exceptional need (where appropriate)  
 
Please ensure that you have completed: 

Your local authority’s Common Application Form   
 
 
This Supplementary Information Form should be returned to: 
 
The Clerk to the Governors 
St. Cuthbert Mayne School 
Clover Way 
Hemel Hempstead 
Herts 
HP1 3EA 
 
 
 

Deadline for submission of this form (SIF)  
and the County Application Form (CAF)  

15th January 2017 
 

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