
    
     

 
 
 
 
 
 
 
 

Admissions Policies 2020/21 
 

Policy 1004 - Reception 
 
 
 

 
 
 
 
 
 
 

Our Lady Catholic Primary School 
“We learn to love and love to learn with Jesus” 

 

Our Lady Catholic Primary School  Page 1 of 12 



    
     
Table of Contents 
 
1 Admission Policy: Reception 2019/2020 ................................................... Error! Bookmark not defined. 

1.1 Aims & objectives ............................................................................... Error! Bookmark not defined. 
1.2 Admissions.......................................................................................... Error! Bookmark not defined. 
1.3 Over-subscription criteria .................................................................... Error! Bookmark not defined. 
1.4 Applications in the previous year ........................................................ Error! Bookmark not defined. 
1.5 Process ............................................................................................... Error! Bookmark not defined. 
1.6 Additional provisions ........................................................................... Error! Bookmark not defined. 
1.7 Further definitions ............................................................................... Error! Bookmark not defined. 

2 Reception 2020/21 Supplementary Information Form (‘SIF’) ................................................................  
3 Certificate of Catholic Practice .................................................................................................................  
 
 

Our Lady Catholic Primary School  Page 2 of 12 



    
     
 
1 Admission Policy: Reception 2020/21 
 
Important notes:  

• There is no automatic transfer from the Nursery School to the Primary School. A further formal 
application to the Board of Governors must be made for entry to Primary School.  The final date 
for applications is tbc by Herts. 

• Applications to Our lady Catholic Primary School must be made online to the Local Authority: 
www.hertsdirect.org/admissions (this is referred to as the ‘Common Application Form’, or CAF). 
Copies of the Application Form may also be requested from the Hertfordshire Customer Service 
Centre on 0300 123 4043 

• This policy also refers to a further form, the ‘Supplementary Information Form’ (or SIF), which is 
used by the school to help prioritise the application correctly  

• Please note also that a Diocesan Certificate of Catholic Practice is required in order for a child to 
be allocated to criteria 2 or 3 of the oversubscription criteria.  Notification letters will be sent out 
by the  LA on behalf of the governors on or around 16th April 2020. 

• All admissions documents, including the SIF can be downloaded from the School Website at 
www.ourladys527.herts.sch.uk 

1.1 Aims & objectives 
 
Our Lady Catholic Primary School was founded by the Catholic Church to provide education for children of 
Catholic families. The school is conducted by its governing body as part of the Catholic Church in accordance 
with its trust deed and instrument of government, and seeks at all times to be a witness to Jesus Christ.  
 
Whenever there are more applications than places available, priority will always be given to Catholic 
applicants in accordance with the over-subscription criteria listed below. In this policy, ‘applicant’ refers to 
you, the parent / guardian applying for a place, and ‘candidate’ refers to the child for whom an application is 
made. 
 
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. 
 

1.2 Admissions 
 

The governing body has sole responsibility for admissions to this school and will admit up to 30 children (the 
‘Proposed Admissions Number’ PAN) into the Reception class in the 2019/20 school year, which begins in 
September, as follows: 

 

Fifth birthday between Term admitted (unless deferred) 

1-Sep-2020 & 31-Aug-2021 First day of Autumn term (Sep-2019) 

 

1.3 Over-subscription criteria 
In the event the school is over-subscribed, the Governors will give preference to children with a Certificate of 
Catholic Practice.  Without this form, the governing body cannot allocate an applicant to criteria 2 or 4.  
Applicants wishing to be considered for these categories are requested to submit a completed Certificate of 
Catholic Practice along with the fully completed SIF.  A new Certificate of Catholic Practice must be submitted 
even if one has previously been supplied on application to the School Nursery.   
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Parents / guardians are requested to complete the SIF in addition to the CAF, and to return the SIF to 
the school. If a SIF is not completed the Governing Body will apply the school’s admission 
arrangements using only the information supplied on the CAF, which may result in the application 
being given lower priority. 

 

Where there are more applications than the number of places available, places will be offered according to 
the following order of priority: 

1. Catholic looked after children* and Catholic children who have been adopted* (or subject to residence 
orders or special guardianship orders) immediately following having been looked after. 

2. Baptised Catholic children* who are resident in the Welwyn Garden City parishes of St Bonaventure or 
Our Lady, Queen of Apostles whose parents / guardians are practising their faith as evidenced by a 
Certificate of Catholic practice from their parish priest. 

3. Other baptised Catholic children* whose parents / guardians are practising their faith as evidenced by a 
reference from their parish priest. 

4. Baptised Catholic children* who are resident in the Welwyn Garden City parishes of St Bonaventure or 
Our Lady, Queen of Apostles. 

5. Other baptised Catholic children* who do not meet the above criteria. 

6. Other looked after children and other children who have been adopted (or subject to residence orders or 
special guardianship orders) immediately following having been looked after. 

7. Catechumens (as evidenced by a supporting letter from their parish priest) or members of an Eastern 
Christian Church* 

8. Christian children of other denominations whose parents / guardians wish them to have a Catholic 
education and whose application is supported by a baptism certificate or other evidence of baptism 
provided by their priest or minister of religion. 

9. Children of other faiths whose parents / guardians wish them to have a Catholic education and who can 
provide evidence of regular practise of their faith from their religious leader. 

10. Any other candidates. 

*Baptism certificate will be required 

Exceptional need: The governing body will give top priority, after the appropriate category of looked-after 
children, to an application where compelling evidence is provided at the time of application from an 
appropriate professional such as a doctor, priest or social worker, of an exceptional social, medical, pastoral 
or other need of the child which can only be met at this school. 
 

Where the offer of places to all the applicants in any of the categories listed above would lead to 
oversubscription the following provisions will be applied. 

Siblings: The attendance of a sibling who will be at the school at the time of admission will increase the 
priority of an application within each category. The governors’ interpretation of a ‘sibling’ means brother or 
sister and includes adopted brothers and sisters, half-brothers and sisters and step brothers and sisters 
residing at the same address. 

Same family (e.g. twins & multiple births): Applications will be given priority within each of the rules of this 
policy. Where only one place is available for more than one child within the same family, the governors will 
admit the additional applicant(s). This policy notes that the school does not have to take qualifying measures 
(in terms of infant class size limit) as the additional applicant(s) are ‘excepted’ (until end of KS1). 

‘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 PAN will be offered to those living nearest to the school, 
applying the distance measurement which is provided by Hertfordshire County Council. A ‘straight line’ 
distance measurement is used in all home to school distance measurements for community and VC schools 
in Hertfordshire.  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.  If two or more applicants have equal priority after applying all 
the criteria, then a drawing of lots, which must be supervised by someone independent of the school) will 
determine who gains the place. 
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1.4 Applications in the previous year 
 
In 2017/18, the school was oversubscribed. The school received 86 applications for the 30 places (PAN). 
Places were offered in accordance with the oversubscription criteria. 

1.5 Process and Timeline 
As a Hertfordshire school, the Governors work with the Hertfordshire Local Education Authority (‘LA’) co-
ordinated admissions arrangements.  

To apply for a place at the school: 

1. Applicants should complete the Hertfordshire LA Common Application Form (CAF), either online at 
www.hertsdirect.org/admissions or by requesting a copy of the form from the Hertfordshire Customer 
Service Centre on 0300 123 4043.  

2. You are requested to complete the school’s Supplementary Information Form (‘SIF’) and return it to 
the school secretary. The ‘SIF’ (a copy of which is added to this policy) is available from the school – you 
can collect it from the admin office or contact the school and ask for it to be sent to you. The SIF is also 
available either online at www.hertsdirect.org/admissions or by requesting a copy of the form from the 
Hertfordshire Customer Service Centre on 0300 123 4043. 

Parents / guardians are requested to complete the SIF in addition to the CAF, and to return the SIF to 
the school. If a SIF is not completed the Governing Body will apply the school’s admission 
arrangements using only the information supplied on the CAF, which may result in the application 
being given lower priority. 

1. In addition, applicants wishing to be considered under criteria 2 or 4 should submit a completed 
Certificate of Catholic Practice along with the fully completed SIF. A new Certificate must be submitted 
even if one has previously been supplied on application to the School Nursery. 

There is no automatic transfer from the Nursery School to the Primary School. A further formal 
application to the Board of Governors must be made for entry to Primary School. 

 

Where there are more applications for places than the PAN available for Reception, the Governors will 
apply the policy using the over-subscription criteria set out in this policy. By agreement, and in co-
operation with the LA, the Governors will apply admissions policy criteria to all applications equally in 
accordance with the ranking system 

Please note that applicants may defer entry to school up until statutory school age, i.e. the 1st day of term 
following the child’s 5th birthday. Application is made in the usual way and then the deferral is requested. The 
place will then be held until the 1st day of the Spring or Summer term as applicable. Applicants may also 
request that their child attend part-time until statutory school age is reached. Entry may not be deferred 
beyond statutory school age or beyond the year of application.   

 

Reception Year Deferred Entry 

 

A child is entitled to a full-time school place in the September following his/her 4th birthday.  Applicants may 
defer entry to school up until the compulsory school age i.e. the first day of the term following the child’s fifth 
birthday.  Application is made in the usual way and then the deferral until January or April is requested.  The 
place will then be held until the first day of the spring or summer term as applicable.  Entry may be deferred 
beyond compulsory school age or beyond the year for which the application has been made.  Therefore 
applications whose children have birthday in the summer term may only defer until the 1st April 2020.  Upon 
receipt of the offer of a place a parent should notify the school as soon as possible if they wish to defer until 
the spring or summer term. 
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Summer Born children: If a parent wishes his/her summer born child to start school in Reception in the 
September following his/her 5th birthday i.e. a child born between 1st April – 31st 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. 

 

Timeline 

 

• The deadline for the admissions round for September 2019 Entry (“Application Deadline”) is tbc by 
Herts.  Both the CAF and SIF, along with the Certificate of Catholic Practice and the applicant’s valid 
baptismal certificate (if applicable), should be completed and submitted by this date.  Applications 
filed after this date are considered late. 

• Late applications are usually considered only after the initial offer of places in April.  However, 
in exceptional circumstances, the Local Authority and the School’s Governing Body may consider late 
applications earlier. 

• The Local Authority will send offer letters on tbc by Herts by first class post to all parents who have 
applied by the Application Deadline. 

1.6 Additional provisions 
 
Continuing Interest List (‘Waiting List’) 
The school maintains a ‘continuing interest list’ for unsuccessful applicants who formally register with the 
school office the wish to be considered for a place should one become available in the future. This list is 
maintained by the governing body in the order of the over-subscription criteria in force at the time and not in 
the order in which the applications are received. When a place becomes available, the Governing Body will 
make an offer and inform the parent / guardian that there is a place available. The continuing interest list 
remains open for 1 academic year from when the applicant is due to start school. Names are removed from 
the list after one year, unless applicants request in writing to remain on the list. 

 

Education Health and Care Plan (EHC) 

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.  
If your child has an EHC plan you must contact your local authority SEN officer.  Children with this school 
named in the EHC Olan will be admitted to the school. 

Appeals procedure 
If a place cannot be offered then you may ask the school for the reasons and you will be informed of your 
right of appeal. You will be offered the opportunity of being placed on the continued interest list.  
Hertfordshire Parents wishing to appeal, who applied on line, should log onto their on line application and 
click on the link “register an appeal”.  If the application was not made using the Hertfordshire online 
application system, parents should contact the Customer Service Centre (0300 123 4043) to request an 
appeal pack. 
 

For In Year Appeals parents should contact the Chair of the Governing Body.  
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In Year Provisions. 
In Year admissions are co-ordinated by the Governing Body, and applications must be made through the 
local authority in the same way as those made during the ‘normal’ admissions round (including regard to the 
SIF & other supplementary information).  In Year Application forms can be completed at  
www.hertfordshire.gov.uk/admissions 
 
 
The Governing Body, through the Local Authority, will notify the parent / guardian and the child will be 
admitted. If more applications are received than there are places available, then applications will be ranked 
by the governing body in accordance with the over-subscription criteria in place at the time with the following 
modification: Catholic children without an offer of a school place elsewhere are given priority immediately 
after ‘Catholic children looked after’; similarly, other children without an offer of a school place elsewhere are 
given priority immediately after ‘children looked after’, similarly, other children without an offer of a school 
place elsewhere are given priority immediately after ‘children looked after’ 

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 the 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. 
 
Applications received after the closing date will be dealt with after the initial allocation process has 
been completed. 
 

1.7 Further definitions 
 

‘Adopted’ An adopted child is any child who has been formally adopted and whose parent / guardian can 
give proof of adoption. 

Children looked after/previously looked after ‘Children in Public Care’ means a child accommodated by a 
Local Authority under section 22 of the Children Act.  An application under this rule must be accompanied by 
a letter from the child’s social worker or advisory teacher.  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. 

 ‘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 by a certificate of baptism in a Catholic Church or a 
certificate of reception into the full communion of the Catholic Church. For the purposes of this policy, it 
includes a looked after who is part of a Catholic family where a priest’s reference demonstrates that the child 
would have been baptised or received if it were not for their status as a looked after child (e.g. a looked after 
child in the process of adoption by a Catholic family) 

‘Catechumen’ means a member of the catechumenate of a Catholic Church. This will normally be evidenced 
by a certificate of reception into the order of catechumens. 

‘Christian’, for the purposes of this policy, means a member of one of the Churches affiliated to ‘Churches 
Together in Britain and Ireland’. 

‘Eastern Christian Church’ includes Orthodox Churches, and is normally evidenced by a certificate of 
baptism or reception from the authorities of that Church. 

‘Parent’ is defined as the person or persons who have legal responsibility for the child. 

‘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 practices) in the form laid down by the Bishops’ Conference of England 
and Wales which is laid down by the Diocese.  

‘Resident’ A child is deemed to be resident at a particular address when he / she resides there for more than 
50% of the school week. 

‘Residence Order’ A residence order is an order under the terms of the Children Act 1989 s.8 settling the 
arrangements to be made as to the person which whom the child is to live. A child who was ‘looked after’ 
immediately before the residence order is made qualifies for this category. 
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‘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 the child’s special guardian(s). A child who was ‘looked 
after’ immediately before the special guardianship order is made qualifies for this category. 

For the purposes of this policy, parish boundaries are as shown on the map which is available from the 
school, the parish or the LA. Distances will be measured from the main entrance of the school using the Local 
Authority criteria. 
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Diocese of Westminster  
Catholic Primary Schools    
Supplementary Information Form (SIF) 2020/21                                  

Please note: 

1) Admission to Nursery does not guarantee a place in Reception Class, and that;     
2) You must also complete a common application (CAF) form.  
                                       
Please return this form to the school office.  
Our Lady Catholic Primary School  
Woodhall Lane,  
Welwyn Garden City,  
Hertfordshire AL7 3TF   

    
1: Child’s Details  
Child’s surname:  

Child’s Christian or other 1st name:  
  

Home Address:  
  

Postcode:  

  

Date of birth:    

  
2: Parent / Carer Details  
Parent(s) / Carer(s) name:    

Address (if different from above):  
  

Telephone number:  
Email:  

  

Alternative contact details Name:    

Address:  
Telephone number:  
Email:  

  

         

3: Siblings  
Names of brothers or sisters at this 
school:   
(Please specify Year Group)  
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4: Details of Religion   

Religion of child:  
  

a) Catholic  
(Please tick if applies)  

b) Other Christian  
(Please specify)  
  

c) Other faith (Please 
specify)  

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 
Certificate of Catholic Practice 
(where appropriate):  
  

    

  
  
5: Other details  
Is your child ‘looked after’ by the Local Authority, adopted or 
subject to a child arrangements or special guardianship order 
having previously been ‘looked after’?   
(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 your response)   
NB: 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) A Certificate of Catholic Practice is appended to this document. It is 

also available from the Parish Priest or from the Diocese of Westminster website at 
www.rcdow.org.uk/Education   

• Applicants from other Christian denominations and other faiths may attach a letter 
confirming membership of the faith community 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.  If you do not do this you will not be offered a place.  
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Important checklist: have you also……? (Please tick boxes)   
1. Completed the Local Authority on-line Common Application Form  
2. Enclosed baptismal certificate*  
3. Enclosed completed Certificate of Catholic Practice *  
4. Enclosed additional documentation / information (e.g. evidence of exceptional need) *  

* Means where applicable  
  
If your application is not complete we will contact.  Incomplete applications will not be  
considered.  
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For office use   

Date form received …………………………………….  
  
  

 
  
Acknowledgement slip  
  
From: The Headteacher of Our Lady Catholic Primary 
School   

To the parent / guardian of ………………………………………. ……………………………….  
  
I have received on ............................ (date) your application for your child to attend this 
school.  
  
Please note that the fact that your child’s application has been received does not mean that 
a place will necessarily be available or offered.  This will depend on the volume of 
applications, and if the school is oversubscribed places will be offered in accordance with 
the admission criteria.    
  
Please keep this slip as a record of your application.  
  

Date ……………………………..  Signed …………………………………………………………  
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