
St Mary’s CE High School 
ADMISSION POLICY 2018/2019 
 
St Mary’s CE High School has Academy status, and it is the School Governors who decide who will be admitted to 
the School.  It is a co-educational, multi-cultural school with a strong ethos of inclusion and a Christian character. 
 
Applications 
The Governors plan to admit 240 students to Year 7 each September.  The Governors warmly welcome 
applications from families of Christian or other faiths, or of no faith.  The faith criteria will only be applied when 
more than 240 applications are made for admission for one year group. 
 
Priority areas as defined by the Local Authority (LA) for Community Schools do not apply to this Church school.  As 
St Mary’s is the only Church of England secondary school in this part of Hertfordshire, we welcome applications 
from a very wide area.  Distance from the School is not a criterion for admission unless the School is over sub-
scribed, in which case distance is used as a tiebreaker. 
 

ALL APPLICATIONS MUST BE MADE ON THE COMMON APPLICATION FORM FROM THE LOCAL AUTHORITY IN 
WHICH THE CHILD RESIDES 

 
St Mary’s also require the completion of the Supplementary Information Form (SIF) which once completed should 

be sent directly to the School c/o the Admissions Officer 
 
In the event of more applications being received than there are places, available, it will be necessary to operate a 
scheme of allocation.  This will be done using the criteria set out in this Policy.   
 
The Local Authority (Hertfordshire County Council) operates an agreed coordinated admissions scheme.  The LA 
will coordinate the process on behalf of the School according to the scheme published each year.  The Governing 
Body, as the admission authority for St Mary’s, will allocate the available places in line with this policy.  However, 
offers will be made by the Local Authority in which the child lives. 
 
Should there be over-subscription within any one admission category, then the priority ranking in that category 
will be the distance from the School to the home.  A ‘straight line’ distance measurement is used in all home to 
school distance measurements.  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 house to the 
address point of the school.  AddressBase Premium data is a nationally recognised method of identifying the 
location of schools and individual residences. 
 
The School co-operates with the Local Authority’s Fair Access Protocol for children who are hard to place and 
these children will be given priority over others on the waiting list. 
 
The School’s in-year admission arrangements will work within the remit of Hertfordshire’s agreed 
scheme of in-year coordination.  The Governing Body remains responsible for the allocation of all places in 
accordance with the School’s published admission rules but all applications for, and allocations to, the School 
must be made via a child’s home authority. 
 
Appeals 
All applicants refused a place have a right of appeal to an independent appeal panel constituted and operated in 
accordance with the School Admission Appeals Code. 
 
Hertfordshire parents/carers wishing to appeal who applied on-line should log on to their online application and 
click on the link “register an appeal”.  If you 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/carers wishing to appeal should contact the School directly in the first instance. 
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Application Closing Date 
The closing date for admissions application forms to be received by the Local Authority in which the child lives is 
as advertised by that Authority (31st October 2017 for Hertfordshire).  Information on completing the on-line 
application and dates for notification of admission decisions are published in the LA admissions literature, which 
is also available from the LA website. 
 
The School operates a continuing interest list and a request to be added to that list needs to be made in writing to 
the Head Teacher at the school address and confirmed monthly.  This continuing interest list will be reviewed by 
the governors at the end of each academic year. 
 
Each admission authority must maintain a clear, fair and objective waiting list until at least 31 December of each 
school year of admission, stating in their arrangements that each added child will require the list to be ranked 
again in line with the published oversubscription criteria. 
 
The Over-subscription Criteria  
Before any other children are admitted, a child with an Education, Health and Care Plans that names the School 
will be admitted.  
 
In the event of more applications being received than there are places available, places will be allocated by the 
Governing Body in the order indicated.  
 
1. Children looked after or previously looked after (children who ceased to be looked after because they 

were adopted or became subject to child arrangements or special guardianship order). The School uses 
HCCs published definitions for this criteria, as outlined in Note A at the end of this document. 

 
2. Children of Permanent Staff employed by the School (priority will be given to children of staff employed 

by St Mary’s in either or both of the following circumstances: where the member of staff has been 
employed by the School for two years or more at the time at which the application to school is made, 
and/or the member of staff is recruited to fill a vacant post for which there is a demonstrable skills 
shortage). 

 
3. Children who have a sibling (brother or sister) in Years 7 to 12 at the School at the time of  
 application. The Governors use the same definition of sibling as the Local Authority*. 
 

*a sibling is defined as: 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. 
 
**children previously looked after are those children adopted or with a special guardianship or child  
arrangements orders.  

 
#  a sibling 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. 

 
Note: The School will increase the admission number where to not do this would mean twins or multiple births could  
not be admitted together. 

 
4.  Regular worship in a recognised Christian Church  

Parents/Carers or children who regularly worship at a Christian Church and whose attendance is verified 
by their minister. Regular worship means attending at least once a month and for at least the past two 
years at the closing date for applications. A Christian Church is a recognised Anglican Church of another 
Christian denomination which is a member of the Churches Together in Britain & Ireland, the Evangelical 
Alliance or Affinity. If a Church is considered not to be recognised, an official of the St Albans Diocese will 
be consulted and their decision will be final. 
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5.   Regular worship or regular participants in the activities of a mainstream non-Christian faith 
Children or parents who regularly take part in the activities of a non-Christian faith and whose 
participation is confirmed by their appropriate faith leader. Active membership or regular participation in 
the activities of a non-Christian faith means taking part in faith-sponsored worship or activities at least 
once a month and for at least the last two years at the closing date for applications. 

 
6.   Church Primary School 

Children who attend a Church of England or Roman Catholic Primary School. The child must be on the roll 
of the Church Primary School at the closing date for receipt of applications. 

 
7. Children living within the boundary of the parish of one of the following: 

• St Mary the Virgin, Cheshunt 
• St Clements, Turnford 
• St James, Goffs Oak 
• Christ Church, Waltham Cross 
The boundary identifying map can be found using www.achurchnearyou.com/parishfinder.php and  
entering your postcode. 

 
8.  Other applicants. 
 
In the event of a tie breaker, where two children live equidistant from the School random allocation will be used 
which will be overseen by an independent person to ensure fairness. 
 
If you need help to complete the application form, please contact the Admissions Officer on 01992 629124.   
 
Advice is also available for general help concerning admissions by the Local Authority.  Contact can be made using 
the telephone numbers given on their website. 
 

Places are allocated to children in public care according to Chapter 7, Section 2 of the School Admissions (Admission 
Arrangements and Co-ordination of Admission Arrangements) (England) Regulations 2012. 
These children will be prioritised under rule1. 
 
Highest priority will also be given to children who were looked after, but ceased to be so because they were adopted, or 
became subject to a child arrangements order or a special guardianship order. 
 
A “child looked after” is a child who is: 

a) in the care of a local authority, or 
b) being provided with accommodation by a local authority in the exercise of their social services functions 

(section 22(1) of The Children Act 1989) 
c)  

All children adopted from care who are of compulsory school age are eligible for admission under rule 1.³ 
 
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 rule 1. Applications made for these children, with suitable 
supporting professional evidence, can be considered under rule 2. 
 
¹ Child arrangements order 
Under the provisions of the Children and Families Act 2014, which amended section 8 of the Children Act 1989, residence orders have 
now been replaced by child arrangements orders which settle the arrangements to be made as to the person with whom the child is 
to live. 
 
² Special guardianship order 
Under 14A of The Children Act 1989, an order appointing one or more individuals to be a child’s special guardian or guardians. 
 
³ This definition has been amended in accordance with paragraph 1.7 (footnote 17) of the School Admissions Code that came into force 
on 19 December 2014. 
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St Mary’s CE High School 
ADMISSIONS POLICY 2018/2019 
 

Sixth Form & Leadership Centre 
 
St Mary’s Sixth Form & Leadership Centre is part of St Mary’s CE High School and provides education 
provision for post 16 students, aged 16-19 years.  This policy sets out below the intended admission 
arrangements for September 2018 entry. 
 
Admission Number: The admission number for external applicants to the St Mary’s Sixth Form & 
Leadership Centre will be 50 students (this is in addition to students already at St Mary’s CE High School 
transferring into the Sixth Form & Leadership Centre). 
 
St Mary’s Sixth Form & Leadership Centre will accept applications from external students for places once 
all internal student applications have been accommodated. The criteria for admission for external 
students is as stated for internal students, subject to the availability of an appropriate programme of 
study. 
 
The admission of older students moving into the area or from other schools is achieved through the 
completion of an application form and consideration against the admission criteria for the school.  
 
Students wishing to study in the sixth form (Years 12/13), either continuing their education at St Mary’s or 
transferring from another school will be provided with information about the organisation of the sixth 
form and courses offered.  Courses are offered at both Level 3 (A Level equivalent) and Level 2 (GCSE 
equivalent). There are also a range of other accreditations available to support different progression and 
learning pathways. 
 
All admissions to the school are made in accordance with the Governors policy for admissions agreed with 
the Diocese of St Albans. The Governors welcome applications from students of any faith or none and 
families do not have to attend church to qualify for a place at the school or to be a member of the sixth 
form. Parents/carers wishing to apply for a place for their child in the Sixth Form & Leadership Centre will 
need to complete an application form. Completed forms should be sent directly to the school marked for 
the attention of the school’s Admissions Officer. All admissions to the school are organised in accordance 
with the school’s admission criteria 
 
Acceptance for Post 16 study at St Mary’s will be based on the admissions criteria for the sixth form. 
Students who satisfy the admissions criteria most closely will be invited for a guidance meeting and may 
subsequently be offered a place at the school. Meetings will normally take place during the autumn 
and/or spring term of the year prior to admission. 
 
All application forms must be completed and returned by the closing date that is published for 
applications each year. External applicants should include their last academic/school report with their 
application form and will need to provide the contact details of their current school or school that was 
last attended. 
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Admissions Criteria:   Student Applications: 
 
A place in the Sixth Form & Leadership Centre will be available to all students in the Year 11 of St Mary’s 
CE High School on roll in the preceding academic year to that of entry into Post 16 education. A place will 
be available to any student meeting the following criteria: 
 
1. Students must have the academic potential to at least achieve the standard entry  
  requirement for the proposed course of study ie, five GCSE’s (or equivalent) at Grade 5 (or 

equivalent) or above, including Maths and English for Level 3 courses plus any other required  
grades for specific subjects eg, Science, Maths. 

 
2. Students are expected to contribute to the overall life of St Mary’s and the Sixth Form & 
  Leadership Centre and are expected to be committed to the standards and ethos expected  
  of Post 16 students at St Mary’s. 
 

  In the event of more external applications than places being available and to determine a place  
  where there are two or more students for a final place on a programme of study, the following  
  criteria will be used for admission to the final place: 

 
3. Places still available after the previous criteria have been applied will be offered in the  
  following order: 

o Students who regularly worship at a Church of England Church, another Christian church or a 
non Christian faith and whose application is supported by their minister, priest or other 
religious leader. Regular worship means attending at least once a month and for at least the 
past two years at the closing date for applications. Worship as part of school activities would 
not be considered sufficient. 

o Students who have previously attended a church secondary school/college  
o Other students who wish to pursue their sixth form education in a Christian context and are 

supportive of the ethos of this Church School 
 
As for the main policy relating to Children Looked After (CLA) and previously looked after – the school’s 
arrangements should give the full definition as outlined in the footnotes of the Schools Admissions Code. 
HCC’s published definitions are as outlined in Note A at the bottom of this document. 
 
Students who are successful in their application will be expected to attend the sixth form Induction Week 
that takes place in the summer term of the year preceding entry to the sixth form. The school reserves 
the right to alter, substitute or withdraw study programmes. 
 
Note A:  Places are allocated to children in public care according to Part 3 of the School Admissions (Admission Arrangements) 
(England) Regulations 2008.  These children will be prioritised under rule 1. 
Highest priority will also be given to children who were looked after, but ceased to be so because they were adopted, or became 
subject to a residence order or a special guardianship order. 
A “child looked after” is a child who is (a) in the care of a local authority, or (b) being provided with accommodation by a local 
authority in the exercise of their social services functions (Section 22(1) of The Children Act 1989) 
Adopted - under the terms of the Adoption and Children Act 2002 (Section 46) 
Residence Order – under the terms of the Children Act 1989, Section 8 defines a residence order as an order settling the 
arrangements to be made as to the person with whom the child is to live 
Special guardianship order – Under 14A of The Children Act 1980, an order appointing one or more individuals to be a child’s 
special guardian or guardians 
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 
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St Mary’s CE High School 
 



 
St Mary’s CE High School 

Lieutenant Ellis Way, Cheshunt, Herts, EN7 5FB 
Telephone: 01992 629124 

 

SUPPLEMENTARY INFORMATION FORM (SIF) 
 

THIS FORM IS AVAILABLE IN LARGE PRINT IF NEEDED – TELEPHONE 01992 629124 
Please read the School Admission Policy before completing this form.  The criteria for admission are printed with the 
School Prospectus.  In addition to completing this form you MUST also complete the school admissions form issued by 
Hertfordshire County Council.  Only applicants who have completed both forms can be considered for all the admission 
criteria. 
 
Child’s Surname:  _______________________________________________________________ 
 
Child’s First Name(s): _______________________________________________________________ 
 
Home Address:  _______________________________________________________________ 
 
    _______________________________________________________________ 
 

Post Code: __________________________________________________ 
 
Email contact address: ________________________________________________________________ 
 
Telephone No. (home): _______________________________________________________________ 
 
Telephone No.(work): _______________________________________________________________ 
mother/father/carer  
 
Child’s Date of Birth: __________________________    Child’s Gender:   Male / Female 
 
Full Name of Parent(s)/Carer(s)/Legal Guardian(s): 
 
1. ___________________________________________Contact No.________________________ 
 
2. ___________________________________________ Contact No._______________________ 
 
CURRENT PRIMARY SCHOOL OF CHILD: __________________________________________________________ 
 
All applications made on this form will be acknowledged.  Please keep the acknowledgement in a safe place as you may 
need it for future reference. 
 
On the following pages please give all of your reasons for wanting a place at St Mary’s CE High School for your child.  This 
information will be used to allocate places should there be more applications than there are places available.  Please tick 
where the criteria apply and complete any questions that follow. 
 
This section is FOR SCHOOL USE ONLY 
Date Received: _________________________ Date Acknowledgement sent: ____________________ 
Admission Categories confirmed: ___________________________________________________________ 
Governor notes: 
 

 



Criteria for Admission to St Mary’s CE High School 
Before any other children are admitted, children with an Education, Health and Care plan naming St Mary’s CE High 
School will be admitted.  Then children will be admitted under the following ordered criteria: 

Please tick in the box that describes the criteria under which you are applying 
 Tick  

 

 Children with an Education, Health and Care plan that names the School will be admitted 
A copy of the most recent Plan should be attached with this form 

 

1. Children who are looked after or previously looked after (children who ceased to be looked after 
because they were adopted or became subject to a child arrangements or special guardianship 
order).  
The School uses HCC’s published definitions for this criteria as outlined in St Mary’s CE High School Admissions 
Policy Note A. 

 

2. Children of permanent staff employed by the School. 
Priority will be given to children of staff employed by St Mary’s in either or both of the following circumstances: 
where the member of staff has been employed by the School for two years or more at the time at which the 
application to the school is made, and/or the member of staff is recruited to fill a vacant post for which there is a 
demonstrable skills shortage 

 

3. Children who have a sibling (brother or sister) attending St Mary’s CE High School and who are Year 7 
to Year 12 at the time of application.  
The Governors use the same definition of sibling as the Local Authority. 

 

4. Regular worship in a recognised Christian Church.  Parents/Carers or children who regularly worship 
at a Christian Church and whose attendance is verified by their minister. Regular worship means 
attending at least once a month and for at least the past two years at the closing date for 
applications.  
A Christian Church is a recognised Anglican Church or another Christian denomination which is a member of the 
Churches Together in Britain & Ireland, the Evangelical Alliance or Affinity. If a Church is considered not to be 
recognised, an official of the St Albans Diocese will be consulted and their decision will be final. 
Name of Vicar/Minister: .……………………………………………………………………………….………………………….. 
                                          Signature: ……………………………………………………………………………………………… 
Name of Church Attended: ……………………………………………………………………………………………………….. 
Address/Tel No/email of Church: …………………………………………………………………….……….………………. 
……………………………………………………………………………………………………………………………………………...……. 
……………………………………………………………………………………………………………………………………………………. 

 

5. Regular worship or regular participants in the activities of a mainstream non-Christian faith.  Children 
or parents/carers who regularly take part in the activities of a non-Christian faith and whose 
participation is confirmed by their appropriate faith leader.  
Active membership or regular participation in the activities of a non-Christian faith means taking part in faith-
sponsored worship or activities at least once a month and for at least the last two years at the closing date for 
applications. 
Name of Church leader:………..……………………………………………………………………….………………………….. 
                                          Signature: ……………………………………………………………………………………………… 
Name of Church Attended: ……………………………………………………………………………………………………….. 
Address/Tel No/email of Church: …………………………………………………………………….……….………………. 
……………………………………………………………………………………………………………………………………………...……. 
……………………………………………………………………………………………………………………………………………………. 

 

6. Church Primary School.  Children who attend a Church of England or Roman Catholic Primary school.   
The child must be on the roll of the Church primary school at the closing date for receipt of applications  
My child is on the school roll of: …………………………………………………………………….……….………………. 
……………………………………………………………………………………………………………………………………………...... 

 

7. Children living within the boundary of the Parish of one of the following: 
St Mary the Virgin, Cheshunt ; St Clement, Turnford ; St James, Goffs Oak ; Christ Church, Waltham 
Cross 
The boundary identifying map can be found using www.achurchnearyou.com/parishfinder.php and entering your postcode 

 

8. Other applicants  
In the event of a tie breaker, where two children live equidistant from the School random allocation will be 
used which will be overseen by an independent person to ensure fairness. 

 

http://www.achurchnearyou.com/parishfinder.php


 
 
 
 

THE NEXT SECTION MUST BE COMPLETED BY PARENT(S)/CARER(S) 
 

I/We apply for a place at St Mary’s CE High School for my/our child and I/we agree to cooperate with the School 
and its traditions in my/our child’s education. 
 

I/We support the aims and Christian ethos and values of this Church of England school. 
 

I/We agree to support the School in its ethos, discipline, uniform and all policies (if you need further details, 
please ask before signing). 
 

To the best of my/our knowledge, the information given on this form is correct.  I agree to notify the School 
immediately of any change of address or circumstances that might affect this application. 
 

 
 

Name:       ________________________________________   
 
 
Signature: _______________________________________ 
                          (Parent/Carer/Legal Guardian) 
 
 
Date: ___________________________ 
 
 
 
 
 
 
 
 
 
 
 
 

If you need help to complete the application form, please contact the School Office on (01992 629124) 
Advice is also available for general help concerning admissions from the County Council.  Contact can be made using the 

telephone numbers given on their website. 
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