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“If we live by truth and in love, we shall grow in Christ” 

 
ST DOMINIC CATHOLIC PRIMARY SCHOOL 

 

          MAIN SCHOOL ADMISSIONS POLICY 2017 - 2018 

 
 
 

 
St Dominic Catholic Primary School was founded by the Dominican Sisters to provide education for 
children of Catholic families.  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 applicants are therefore expected to give their full, unreserved and positive 
support for the aims and ethos of the school. 
 
The Published Admissions Number (PAN) for the reception class at St Dominic is 30. The Governing 
Body has sole responsibility for admissions to this school and intends to admit 30 children in the school 
year which begins in September 2017.  Applications are welcome from families whose child reaches 
his/her 4

th
 birthday between 1

st
 September 2016 and 31

st
 August 2017.   Whenever there are more 

applications than places available, priority will always be given to Catholic applicants in accordance with 
the criteria listed below.  
 
In this policy applicant refers to the person making an application on behalf of a child; candidate refers 
to the child on whose behalf the application is being made.  The Local Authority (LA) is Hertfordshire 
County Council. 
 
Please note that attendance at St Dominic Nursery does not give any priority for entry to Reception 
except in the circumstances outlined in the oversubscription criteria below.   All parents must apply for a 
place in Reception whether or not their child attends the nursery. 
 
OVERSUBSCRIPTION CRITERIA 
Where there are more applications than the number of places available, places will be offered in the 
order of criteria 1-12 below.   The Governing Body will give top priority within any criterion to a child 
eligible for: i) Pupil Premium funding or ii) Service Premium funding, or iii) to any child eligible for Early 
Years Pupil Premium funding who attends St Dominic Nursery, or iv) to any child eligible for Service 
Premium funding who attends St Dominic Nursery.   
 
1. Catholic children „looked after‟ and previously „looked after‟ children, who have been adopted or 

made subject to child arrangements orders or special guardianship orders (see notes) 
 
In the case of oversubscription under criteria 2-6 the number of places available will be allocated in 
proportion to the number of applications from each Parish (see Appendix 1 for details). 
 
2. Baptised Catholic children, with a Certificate of Catholic Practice, who are resident in the Parishes 

of Harpenden, Redbourn and Wheathampstead, who have a sibling at the school at the time of 
application. 

 
3. Baptised Catholic children, with a Certificate of Catholic Practice, who are resident in the Parishes 

of Harpenden, Redbourn and Wheathampstead.   
 
4. Baptised Catholic children residing in the Parishes of Harpenden, Redbourn and Wheathampstead 

at the time of application, having a sibling at the school at the time of application 
 
5. Baptised Catholic children residing in the Parishes of Harpenden, Redbourn and Wheathampstead 
 
6. Other baptised Catholic children  
 

7. Other children „looked after‟ and children previously „looked after‟ who have been adopted or 
made subject to child arrangements orders or special guardianship orders. 
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8. Children of Catechumens and members of an Eastern Christian Church 
 
9. Non-Catholic children who have a sibling at the school at the time of application 
 
10. Christians of other denominations whose application is supported either by a certificate of baptism 

or by a letter from their Minister of Religion and whose parents wish them to have a Catholic 
education 

 
11. Children of other faiths whose application is supported by a letter from their Religious Leader and 

whose parents wish them to have a Catholic education 
 
12. Any other children 

 
Multiple Births 
The school will admit over the published admissions number when a single twin/multiple birth child is 
allocated the last place. 
 
Rule 2 Applications 
The Governing Body does not consider Hertfordshire‟s „Rule 2‟ applications ie children for whom it can 
be demonstrated that they have a particular medical or social need to attend St Dominic.   
 
INFORMATION ABOUT APPLICATIONS IN PREVIOUS YEARS - See Appendix 1  
 
TIE BREAK 
Where the offer of places to all the applicants in any of the sub-categories listed above would still lead 
to oversubscription, the places up to the admission number will be offered to those living nearest to the 
school in line with the Local Authority policy (see notes „Distance from school‟) 
 
FAIR ACCESS 
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 governing body and the Diocese for the current school year. 
The Governing Body has this power even when admitting the child would mean exceeding the 
published admission number. 
 

AGE OF ADMISSION AND DEFERRAL OF PLACES 
The school‟s policy is that children born on and between 1 September 2012 and 31 August 2013 
would normally commence primary school in Reception in the academic year beginning in 
September 2017. All Hertfordshire infant, first and primary schools provide for the full-time 
admission of all children offered a place in the Reception year group from the September following 
their fourth birthday. If a parent wants a full-time place for their child from September (at the school 
at which a place has been offered) then they are entitled to that full-time place.  

Parents can defer the date their child is admitted to school until later in the same academic year or 
until the term in which the child reaches compulsory school age.  Summer born children are only 
able to “defer” entry to Reception class until the beginning of the final term of the school year for 
which the offer was made.  

Where parents wish, children can attend part-time until they reach compulsory school age.  Any 
parents wishing to take up a part-time place or deferred entry should contact the school to discuss 
their child‟s requirements.  

RECEPTION INTAKE AND SUMMER BORN CHILDREN 
Legally, a child does not have to start school until the start of the term following their fifth birthday. 
Recent guidance (8 September 2015) from the Minister of State for Schools, Nick Gibb, has 
indicated that the government intends to amend the School Admissions Code to allow summer 
born children to be admitted to the Reception class at age 5 if it is line with their parents‟ wishes. 
Summer born children are those born between 1 April 2013 and 31 August 2013.  Currently 
summer born children are expected to start Reception at the age of 4.    
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In anticipation of this change to the School Admissions Code, which will require public consultation, 
the school has amended its policy regarding summer born children.  If your child was born between 
1 April and 31 August 2013, and you do not believe they will be ready to start Reception in the 
2017/18 academic year, you may instead make an application for your child to start Reception in 
September 2018.  If you intend to make such an application, please notify the Chair of Governors by 
letter through the school before the closing date of the current application round.  
 
CHILDREN OUT OF YEAR GROUP (except applications for Reception from summer born)  
The school‟s policy is for children to be educated within their correct chronological year group, with 
the curriculum differentiated as necessary to meet the needs of individual children. This is in line 
with DfE guidance* which states that “in general, children should be educated in their normal age 
group”.   

If parents/carers believe their child(ren) should be educated in a different year group they should, 
at the time of application, submit supporting evidence from relevant professionals working with the 
child and family stating why the child must be placed outside their normal age appropriate cohort. 
DfE guidance makes clear that “it is reasonable for admission authorities to expect parents to 
provide them with information in support of their request – since without it they are unlikely to be 
able to make a decision on the basis of the circumstances of the case”.  

The school‟s governing body, as the relevant admission authority, will decide whether the 
application will be accepted on the basis of the information submitted.  The governors‟ decision will 
be based upon the circumstances of each case including the view of parents, the Headteacher, the 
child's social, academic and emotional development and whether the child has been previously 
educated out of year group.  There is no guarantee that an application will be accepted on this 
basis.  If the application is not accepted this does not constitute a refusal of a place and there is no 
right to an independent statutory appeal.  

Similarly there is no right of appeal for a place in a specific year group at a school.  The internal 
management and organisation of a school, including the placement of pupils in classes, is a matter 
for the Headteacher and senior leadership of the school.  

*Advice on the admission of summer born children” December 2014  

APPLICATION PROCEDURE 
2017 - 2018 

1. In order to make an application, you must complete a Common Application 
Form (CAF) from your local authority either online or on paper and return it to 
them. You should also complete the School’s Supplementary Information 
Form (SIF). Whilst this is not compulsory, the information on the SIF enables the 
Governing Body to assess your application fully against the School‟s criteria in 
the event of oversubscription.  Please return the SIF (in person or by post) to the 
school, together with all other relevant paperwork required for your application. 
You are advised to return the SIF / CCP / copy of Baptismal Certificate to the 
school no later than 3.15pm on Friday 13 January 2017.  The school will not 
be accessible on Saturday 14 & Sunday 15 January and therefore will not be able 
to receive applications on these days.  Please also note that the school does not 
have postal deliveries at weekends and there is no access to the school‟s 
letterbox.  

If you do not complete both of the forms described above and return them before the statutory 
deadline for applications 15 January 2017, the Governing Body will be unable to consider your 
application against the oversubscription criteria and your child will be ranked under the lowest 
criterion. It is very unlikely that your child will be offered a place if a SIF is not supplied.    
 
The local authority will notify you on behalf of the Governing Body of the outcome of your application on 
or after 18

th
 April 2017.   
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The application can only be processed using one address. If a child lives at more than one address 
(for example due to a separation) the address used will be the one which the child lives at for the 
majority of the time. If a child lives at two addresses equally, the address of the parent/carer that 
claims Child Benefit/Child Tax Credit will be considered as the child‟s main residence. If a family is 
not in receipt of Child Benefit/Tax Credit alternative documentation will be requested. If a child‟s 
residence is in dispute, parents/carers should provide court documentation to evidence the 
address that should be used for admission allocation purposes.  

CERTIFICATE OF CATHOLIC PRACTICE 
Applicants must submit a Certificate of Catholic Practice (CCP) by the closing date where 
applicable. This form (which used to be called a priest‟s reference form) is available from the 
school or from the diocesan website. Parents should fill in the top part of the form with the child‟s 
name and then take the form to their parish priest (or the priest at the parish where they normally 
worship) for consideration.  It is the parent‟s duty to ensure that the CCP is submitted to the school 
in good time. 
 
LATE APPLICATIONS 
Applications received after the closing date will be dealt with after the initial allocation process has 
been completed. If the school is oversubscribed it is very unlikely that late applicants will obtain a 
place. 
              
RIGHT OF APPEAL 
If you are unsuccessful you may ask us for the reasons for the refusal of a place. These reasons will be 
related to the oversubscription criteria listed in the policy and you will have the right of appeal to an 
independent panel.  Hertfordshire parents wishing to appeal who applied online should log into their 
online application and click on the link „register an appeal‟.  For those who did not apply using 
Hertfordshire‟s online application system, please contact the Customer Service Centre on 0300 123 
4043 to request an appeal pack. 
 
For in-year applications parents wishing to appeal should contact the school directly in the first 
instance. 
 
CONTINUING INTEREST LIST (Reception Places) 
In addition to their right of appeal, unsuccessful candidates will be offered the opportunity to be placed 
on a continuing interest (waiting) list. This list will be maintained in order of the oversubscription criteria 
set out in the policy and not in the order in which applications are received or added to the list. A child‟s 
place on the list can change as other children join or leave it.  Names will be removed from the list at 
the end of the summer term 2017.  A new In Year application should be made to the school each 
academic year. 
 
IN-YEAR ADMISSIONS 
Applications for In-Year admissions should be made directly to the school.  The school‟s 
Supplementary Information Form (SIF) should be completed and returned to the school along with the 
Certificate of Catholic Practice and a copy of the baptism certificate where appropriate.  If a place is 
available and there is no waiting list the child will be admitted.  If there is a waiting list, 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 you may ask us for the reasons and you will be informed of your right of 
appeal. You will be offered the opportunity of being placed on a waiting list. 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. Names are removed from the list at the end of each academic 
year.  When a place becomes available the Governing Body will decide who is at the top of the list so 
that an offer can be made.  
 
PUPILS WITH AN EDUCATION, HEALTH AND CARE PLAN (EHC) 
The admission of pupils with a statement of Special Educational Needs/Education, Health and Care 
Plan is dealt with by a completely separate procedure. Details of this separate procedure are set out in 
the Special Educational Needs Code of Practice. If your child has an EHC Plan you must contact your 
local authority SEN officer.  A child with this school named in their EHC Plan will be admitted. 
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MOVING HOUSE 

Give your child's current permanent home address at the time you apply.  If you move after applying, 

proof of your new address must be provided; this is in line with Hertfordshire County Council‟s 

requirement. Proof should include:  
 a solicitor's letter upon completion (exchange of contracts not accepted) confirming your 

completion date was on or before 2 February 2017 or 
 a rental agreement signed by all parties (for at least 12 months) showing the start of your    

tenancy on or before 2 February 2017  
 evidence that you have relinquished all ties with your previous address or with the address as    

declared on the application form on or before 2 February 2017 
You must also send the school proof that you and your child live at the new address on or before 2 
February 2017. 
 
Your new address cannot be used for allocation purposes if the proof of completion date, tenancy start 
date or residency is received later than 2 February 2017. 
 
The above dates do not apply to In Year applications. 
 
APPLICATIONS FROM CHILDREN* FROM OVERSEAS 
All children of compulsory school age (5 to 16 years) in England have a right of access to education. 
However, where a child is in England for a short period only, for example less than half a term, it may 
be reasonable to refuse admission to a school.  
 
*Children who hold full British Citizen passports (not British Dependent Territories or British Overseas 
passports), or have a UK passport describing them as a British citizen or British subject with the right of 
abode or are European Economic Area nationals normally have unrestricted entry to the UK.*  
An application for a school place will only be accepted for such children currently overseas if, for In 
Year applications, proof is provided that the child will be resident in Hertfordshire within two weeks. In 
Year allocations are made on the assumption that the child will accept the school place and be on roll 
within that timescale.  
 
For the Primary application process applications will not normally be accepted from, nor places 
allocated to, an overseas address. The exception to this (for both In Year and transfer processes) is for 
children of UK service personnel and crown servants (and from military families who are residents of 
countries with a Memorandum of Understanding with the UK). In these cases HCC will allocate a place 
in advance of the family arriving in the area provided the application is accompanied by an official letter 
that declares a relocation date and a HCC Unit postal address or quartering area address, for 
consideration of the application against oversubscription criteria. If the family already has an 
established alternative private address, that address will be used for admission purposes.  
 
The school, in liaison with HCC, will also consider accepting applications from children* (as defined 
above) whose family can evidence intent to return to and/or permanently reside in Hertfordshire prior to 
the start of the new academic year. These applications, if accepted, will be processed from the 
overseas address until sufficient evidence is received to show the child is permanently resident in 
Hertfordshire. Evidence must be submitted at the time of application.  
 
Evidence submitted after the date for late applications cannot be taken into account before National 
Allocation Day. Decisions on these applications will be made by the Governing Body and 
communicated with parents within 6 weeks of the closing date for applications.  
 
If an applicant owns a property in Hertfordshire but is not living in it, perhaps because they are working 
abroad at the time of application, the Hertfordshire address will not be accepted for the purposes of 
admission until the child is resident at that address. Other children, than those mentioned above, from 
overseas do not generally have automatic right of entry to the UK. An application for a school place will 
not therefore be accepted until they are permanently resident in Hertfordshire. Proof of residency such 
as an endorsed passport or entry visa will be required with the application, in addition to proof of 
Hertfordshire address, for example a council tax bill or 12 month rental agreement.  
 
CHANGE OF DETAILS 
If any of the details on either of your forms changes between the date of application and the receipt of 
the letter of offer or refusal, you must inform the School and the Local Authority immediately.  If 
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misleading information is given or allowed to remain on either of your forms, the Governing Body 
reserves the right to withdraw the place, even if the child has already started at the School. 
 

FRAUDULENT ADDRESSES OR FALSE INFORMATION 
The school, in liaison with Hertfordshire County Council, will do as much as possible to prevent 
applications being made from fraudulent addresses. Address evidence may be requested, 
monitored and checked at any time and school places will be withdrawn when false information is 
deliberately provided.  
  
Action will be taken in the following circumstances:  
 

a) When a child‟s application address does not match the address of that child at their current 
school 

b) When a child lives at a different address to the applicant  
c) When the applicant does not have parental responsibility 
d) When the family are renting a property close to the school but retaining another property 
e) When the family are living with a relative but retaining another property 
f) When a family move shortly after the closing date of applications when one or more of the 

following applies: 

 The family has moved to a property from which their application was less likely to be 
successful  

 The family has returned to an existing property  

 The family lived in rented accommodation for a short period of time (anything less than a 
year) over the application period  

 Council tax information shows a different residence at the time of application 
g) When a child starts at the school and their address is different from the address used at the 

time of application  
h) Any other circumstances deemed by the Governing Body to be fraudulent 

 
Each case will be considered on an individual basis.  Any attempt to mislead the school will render the 
application void, and any subsequent offer of a place will be withdrawn. 
 
NOTES (these notes form part of the oversubscription criteria) 
 
‘Pupil Premium’, ‘Early Years Pupil Premium’ or ‘Service Premium’ 
The Pupil Premium is additional funding paid annually to schools under section 14 of the Education Act 
2002 for the purposes of supporting the attainment of disadvantaged children.  The Early Years Pupil 
Premium is additional funding paid to support disadvantaged children receiving government-funded 
early education, per section 7 of the Childcare Act 2006.  The Service Premium is additional funding 
paid annually to schools under section 14 of the Education Act 2002 for the purposes of supporting the 
pastoral needs of the children of Armed Services personnel.   
 
The school is able to claim a grant from the Government each year for children whose parents or carers 
receive any of the following benefits:  Income Support; Income Based Jobseekers Allowance; Pension 
Credit (Guarantee Credit element) or (Income Related) Employment Support Allowance; Child Tax 
Credit.  Evidence of eligibility will be required. 
 

‘Children looked after’ 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 (e.g. children with 
foster parents at the time of making an application to the school).  

Children in the process of being placed for adoption are classified by law as children looked after 
providing there is a Placement Order and the application would be prioritised under Rule 1.  

Children who were not “looked after” immediately before being adopted, or made the subject of a 
child arrangement order or special guardianship order, will not be prioritised under criterion 1.   

‘Adopted’ – an adopted child is any child who has been formally adopted, having previously been in 
care and whose parent/guardian can give proof of this.   
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‘Child Arrangements Order’ – under the provisions of the Children and Families Act 2014 which 
amended section 8 of the Children Act 1989, a Child Arrangements Order is an order setting 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.  
 
‘Special Guardianship Order’ – a special guardianship order is an order under the terms of the 
Children Act 1989 S.14A, appointing one or more individuals to be a special guardian or guardians.  A 
child „looked after‟ immediately before the order is made qualifies in this category. 
 

‘Parent’ means the adult or adults with legal responsibility for the child. 
 
‘Sibling’ means the sister, brother, half brother or sister, adopted brother or sister, child of the 
parent/carer or partner or a child looked after or previously looked after and in every case 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. 
 

‘Catholic’ means a member of a Church in full communion with the See of Rome. This includes the 
Eastern Catholic Churches. This will be evidenced by a Certificate of Baptism in a Catholic church 
or a Certificate of Reception into the full communion with the Catholic Church.  
 
‘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. „Family‟ includes the Catholic or Catholics who have legal 
responsibility for the child. 
 
‘Catechumen’ means a child who is a member of the catechumenate of a Catholic Church. This will be 
evidenced by a Certificate of Reception into the Order of Catechumens. 
 
„Eastern Christian Church‟ includes Orthodox Churches, and is normally evidenced by a Certificate of 
Baptism or Reception from the authorities of that Church. 
 
‘Christian’ for the purposes of this policy, means a member of one of the Churches affiliated to 
„Churches Together in Britain and Ireland‟. 
 
‘Home Address’ 
„Home address‟ is defined as the current permanent home address at which the child resides for the 
majority of the time.  The address of a relative or a temporary address is not acceptable unless there is 
a residency order at the address.  Any attempt to mislead the school will render the application void, 
and any subsequent offer of a place will be withdrawn 
 
‘Resident’ 
„Resident‟ is where a child legally resides.  All places are offered subject to proof of residence if 
required by the Governing Body. 
 
Parish Boundaries – for the purposes of this policy, Parish boundaries are as defined by the map in 
the school entrance hall.  A reduced size paper version is included with this policy and is also available 
on the school website www.stdominic.herts.sch.uk .  This map is to be used for the purposes of 
admissions only.   
 
‘Distance from school’  
Hertfordshire County Council‟s „straight line‟ distance measurement system is used to determine home 
to school distance.  Distances are measured using a computerised mapping system to two decimal 
places. The measurement is taken from the AddressBase Premium address point of your child‟s home 
address to the address point of the school. AddressBase Premium data is a nationally recognised 
method of identifying the location of schools and individual residences. 
 
Where there is a need for a tie-breaker where two different addresses measure the same distance from 
a school, in the case of a block of flats for example, the lower door number will be deemed nearest as 

http://www.stdominic.herts.sch.uk/
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logically this will be nearest to the ground floor and therefore closer.  If distances are identical, or there 
are two identical addresses of separate applicants, the Governing Body will draw lots in the presence of 
an independent witness. 
 
Places not taken up 
Should a child leave the school or not take up an allocated place following completion of the admissions 
process, the place will be offered to a child from the same Parish that best meets the admission criteria.   
Where there are no children from the same Parish on the Waiting List, the formula will be applied.  
 
Proof of Date of Birth 
If your child is allocated a place at the school proof of date of birth may be required. 

 
Appendix 1 
 

St Dominic Catholic Primary School  
 

Summary Report of Applications/Allocations to Reception Academic Year 2016-2017 
(at allocation day) 
 
 
Criterion Met No. of  

applicants 
No. allocated Distance last  

place allocated 
Unsuccessful 

Cr 1 & 2  CCLA & Catholic siblings (baptised practising) 
Harpenden 

13 13 1833.400m   - 
 

Cr 1 & 2  CCLA & Catholic siblings (baptised practising) 
Redbourn 

  0   0 n/a   - 
 

Cr 1 & 2  CCLA & Catholic siblings (baptised practising) 
Wheathampstead 

  0   0 n/a   - 
 

Cr 3   Catholic non siblings (baptised practising) 
 Harpenden 

30* 16 965.260m   14 
 

Cr 3   Catholic non siblings (baptised practising) 
 Redbourn 

  1*   0 (7825.690m)     1 
 

Cr 3   Catholic non siblings (baptised practising)  
Wheathampstead 

  1*   1 3354.590m     0 
 

Cr 5   Catholic non siblings (baptised/in catchment)   2   0 n/a     2 
 

Cr 6  Other Catholic Children 
 

  3   0 n/a     3 

Cr 8  Eastern Christian Church 
 

  1   0 n/a     1 

Cr 10  Christians Other Denominations 
 

  3   0 n/a     3 

Cr 12  Any other children 21 (1 SIF)   0 n/a   21 
 

                                                                         Total 75 30 n/a   45 
 

 

 

*Oversubscription Formula Applied:  
 
 
                          
A x C no. of applicants from parish x no. places available (17) 
B no. applicants criterion 3 
 
Harpenden 30 x 17 =  15.9375      (16 places allocated)
  
 32  
 
Redbourn   1 x 17 =   0.5313**      (0 places allocated)  
 32 
 
Wheathampstead   1 x 17 =   0.5313**      (1 place allocated) 
 32 
 
** Distance tie break applied: Redbourn 7825.690m Wheathampstead 3354.590m (place allocated to 
Wheathampstead as living nearest to school) 



 9 

 

 
. 

 
 


