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St Michael’s Woolmer Green is a Church of England Voluntary Aided Primary School within 

the Ecclesiastical Parish of Welwyn and Woolmer Green which is part of the Diocese of St 

Albans. The Governing Body of the School is the Admission Authority and will admit up to 

the Planned Admission Number (PAN) of 30 children to the Reception class during each 

academic year. The Governing Body is required to abide by the maximum limits in Early 

Years Foundation Stages (EYFS) and Key Stage 1 (KS1) classes of 30 pupils per class. 

 

 
Reception Admissions Round 

The Local Authority (LA,) operates an agreed co-ordinated admissions scheme in line with 

government legislation. 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, will 

allocate the available places in line with this policy. 

Information on completing the ‘on line’ application and notification dates of admission 

decisions are published in the LA admissions literature which is also available from their 

website: www.hertsdirect.org/admissions. All applications must be made on the home LA 

common application form. 

Applicants under Category 5 (see page 3) must also complete the Supplementary 

Information Form (SIF), available on the school website, and ensure it is signed by either the 

Rector, parish priest or minister, as appropriate. If a SIF is not completed the Governing 

Body will apply their admission arrangements using the information submitted on the LA 

form only, which may result in your application being given a lower priority. 

 
 

 
How Places Will Be Allocated 

In accordance with Section 324 of the Education Act 1996, children who have a Statement of 

Special Educational Needs and children with an EHC (Education, Health and Care Plan) 

which names the school will be admitted to the school. Any such children will be admitted as 

part of the school’s PAN but before the oversubscription criteria are applied. In the event of 

there being more applicants than there are places available, the Governors will apply the 

following criteria in the priority order of categories as listed. If the school has fewer 

applications than places available, all applicants will be offered a place. 

 

 
Category 1 All ‘looked after’ children or children who were previously ‘looked after’, including 

those who appear (to the admission authority) to have been in state care outside of England, 

and ceased to be in state care as a result of being adopted or became subject to a child 

arrangements order of special guardianship order. 

 

 
Category 2    ‘Siblings’ of children, already at the school at the time of admission, living 

within that part of the area of the Ecclesiastical Parish of Welwyn and Woolmer Green 

hatched in red as shown on the plan which is on display in the school and on the school 

website. 

http://www.hertsdirect.org/admissions
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Category 3   Children who at the time of admission are living within that part of the area of 

the Ecclesiastical Parish of Welwyn and Woolmer Green hatched in red as 

shown on the plan which is on display at the school and the school website. 

 

 
Category 4   Children who live outside the area as defined in Category 2, but who are 

siblings of children already at the school at the time of admission. 

 

 
Category 5 Children living outside the area as defined in Category 2, whose 

parents/guardians have, at the time of application, and for a period of six 

months previously, attended public worship at a Church of England church at 

least once a calendar month. Applicants in this category are required to 

provide written evidence of this and hence are requested to complete the 

school Supplementary Information Form. 

 

 
Category 6   Any other children. 

 

 
Where the application of the above criteria results in a situation where there are more 

children with an equal right to admission to the School than the number of places available, 

the determining criterion will be distance from the school. 

 

 
Summer-Born Children 

(a) Parents offered a place may defer the date of their child’s admission until later in the year, 

or until the child reaches compulsory school age. Summer born children may only have 

admission deferred until the start of the summer term. 

(b) Parents can request part-time attendance until the child reaches compulsory school age. 

(c) Where a parent of a ‘summer-born’ child (1 April – 31 August) wishes their child to start 

school in the autumn term following their fifth birthday, the Governors will consider the 

request. 

If parents do not take up the offered place before the start of the summer term of the school 

year of entry, then they would have to re-apply for a place in Year 1. 

However, if parents wish such a child to be educated “out-of year group” i.e. in the Reception 

Year rather than Y1, they may request this and should discuss it with the school as soon as 

possible. Such applications will be considered by the governors on a case by case basis. 

Each case will be judged on its individual merits but to admit out of year group would require 

exceptional and extenuating circumstances and professional evidence explaining why the 

child’s needs cannot be met in the chronological year group. 

All such parents should apply for their child’s normal age group at the usual time and may 

submit a request for admission out of the normal age group at the same time. 

The governors will respond to this request prior to the offer of a place being made. If the 

request is agreed to the application can be withdrawn for that year before the place is 

offered. 
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If the request is refused, parents may decide whether or not to accept the offer of a place for 

the normal age group, or refuse it and make an in-year application for admission into Y1 for 

the September following the child’s fifth birthday. 

Where a parent’s request has been agreed, they must make a new application as part of the 

main admissions round the following year. 

Parents do not have the right of appeal against a decision not to place the child in a year 

group outside their normal age group. 

 
 
 

Twins & Multiple Births 

 
Where the first twin or a multiple birth sibling is offered the last available place, the 

Governors will admit the other twin or sibling(s) as exceptions to the infant class size 

legislation. 

 

 
In-Year Admissions 

Requests for admission to other year groups should be made direct to the School. Parents 

applying under Category 5 are still required to complete a SIF. The School will inform the LA 

of every application and allocation and of vacancies and numbers on roll. The LA will then be 

able to prevent duplicate offers being made, ensure safeguarding and that all children are 

offered places and to ensure that parents are informed of their right of appeal. The School 

will inform unsuccessful applicants of their right of appeal. 

 
 
 

Unsuccessful Applications 

 

 
Appeals 

Parents who have not been allocated a place for their child in the Reception class have the 

right of appeal to an independent panel. Hertfordshire parents wishing to appeal who applied 

online for a Reception place 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 wishing to appeal should contact the school directly in the 

first instance. 

The statutory right to appeal does not apply if the child is offered a place at the school but 

not in their preferred age group. 

 

Continuing Interest List 

In the event of more applications than available places the Governors will maintain a 

continuing interest list (waiting list). These applications, together with late applications, will 

go onto the list in a position determined by the admissions criteria. If a place becomes 
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available in the school it will be offered to the child that best meets the published admissions 

criteria. 

 

The school co-operates with the LA's Fair Access Protocol. Such children will be admitted 

above any children on the Continuing Interest list.     The school will review the in-year 

waiting list at the end of each academic year. Parents are requested to inform the school if 

they wish their child’s name to be removed. 

 
 
 
 

Definitions 

Looked After Children 

The Childrens Act 1989 defines a child who is ‘looked after’ as a child or young person who 

is accommodated by the local authority (Section 20) or a child or young person who is the 

subject of a full care order (Section 31) or interim care order (Section 38). 

An ‘adoption order’ is an order under section 46 of the Adoption and Children Act 2002. A 

‘child arrangements’ order’ is an order setting out the arrangements to be made as to the 

person with whom the child is to live under section 14 of the Children and Families Act 2014. 

Section 14A of the Children Act 1989 defines a ‘special guardianship order’ as an order 

appointing one or more individuals to be a child’s special guardian. 

 

Included in this category are children who were previously looked after, including those looked 
after outside England, but ceased to be so because they were adopted, or became subject to 
a child arrangement order or a special guardianship order. 

 
Children previously looked after abroad and subsequently adopted will be prioritised under 
category 1 if the child’s previously looked status and adoption is confirmed by Hertfordshire’s 
“Virtual School”.  
 
The child’s previously looked status will be decided in accordance with the definition outlined 
in The Children & Social Work Act 2017:  
 

i. to have been in state care in a place outside England and Wales because he or she 
would not otherwise have been cared for adequately, and  

ii. to have ceased to be in that state care as a result of being adopted.  
 
A child is in “state care” if he or she is in the care of, or accommodated by – 
 

(a) a public authority, 
(b) a religious organisation, or 
(c) any other organisation the sole or main purpose of which is to benefit society. 

 

 
Sibling 

A sibling refers to a brother or sister, half brother or sister, adopted brother or sister, foster 

sibling, step brother or sister or the child of the parent/carer’s partner, and in every case, the 

child should be living at the same address. The sibling must be in the school at the time of 

the application and be likely to remain in the school at the proposed date of admission. 
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Address 

This should be the child’s permanent address at the time of application and not an 

accommodation address. If a child regularly lives at more than one address, the address 

provided should be the address where the child spends the majority of their time. Both 

parent/carers must declare this individually in a letter sent with the application. The School 

may request evidence of residency status such as utility bills covering a reasonable historical 

period or other evidence. 

 

 
Tie Break 

Where the application of the above criteria results in a situation where there are more 

children with an equal right to admission to the school than the number of available places, 

the tie-break will be distance from the school, measured using the computerized mapping 

system operated by the LA as described in their admissions booklet and website. The 

distance will be measured from the address point of the pupil’s home to the address point of 

the school. HCC’s distance measurement definitions are available online at the 

hertfordshire.gov.uk website. 
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Applicants who are applying under Category 5 of the Admissions Policy must please 

ensure that this form is completed and signed by their priest/minister and returned back to 

the school office either in person, by post or by email (admin@woolmergreen.herts.sch.uk). 

You are asked to complete and sign this form to assist Governors in ensuring that those 

most qualified for admission under Category 5 are properly considered. Please note that 

priority will be based on parent/carers links with the church and not just the child’s 

membership. The relevant criteria (in priority order for the offering of places) are as follows: 

Category 5: Children living outside the area as defined in Category 2 whose 

parents/carers have, at the time of application, and for a period of six months previously 

attended public worship at a Church of England church. 

 
 
 
 

You are kindly requested to complete the following: 

Name of child: 

 

 
Name and address of Church attended by parents/carers: 

 
 
 
 

I confirm that we have regularly worshipped at the above church at least once in each 

calendar month for a minimum of 6 months. 

 

 
Parent/carers signature: 

 

 
Date: 

 
 
 
 
 

Clergy are kindly requested to complete the following: 

I confirm that this family has regularly worshipped at this church at least once in each 

calendar month for a minimum of 6 months. 

Name of Clergy and position in Church: 

 

 
Contact telephone number: 

 

 
Clergy signature: 

mailto:admin@woolmergreen.herts.sch.uk
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Date: 

 
 
 
 

To be completed by the Applicant: 

I understand that I may be asked for additional proof of residence and I confirm that all the 

information I have provided on the form is correct.  

 

 

Signed: Date: 



School of the Year 2019 

 

In Year Admissions Application Form 

Pupil Details 

 

St. Michael’s Woolmer Green C of E Primary School 
London Road, Woolmer Green, Herts, SG3 6JP 

Tel: 01438 813267 e-mail: admin@woolmergreen.herts.sch.uk 

Website: www.woolmergreen.herts.sch.uk 

Headteacher – Mrs Jan Martin 

 
 

 
Full Name:     D.O.B:   

Last First M/F 

 

Address:    

Street Address 

 

 

Town County Post Code 

 

Phone:    Email   
 

  Criteria Applying Under  
 

1. Children looked after (please refer to the definitions) 

2. Siblings of children, already at the school at time of entry, living within that part of the 
Ecclesiastical parish of Welwyn and Woolmer Green 

3. Children who, at the time of admission are living within that part of the area of the 
Ecclesiastical Parish of Welwyn and Woolmer Green 

4. Children who live outside the area as defined in Category 2, but who are siblings of 

children already at the school at the time of entry 

5. Children living outside the area as defined in Category 2 above whose parents/carers 
have, at the time of application, and for a period of six months previously attended 
public worship at a C of E church (Supplementary Information Form required). 

6. Any other children 

  Parent/Carer Details  
 

Full Name:      

Last First M/F 

 
Address:    

Street Address 

 

 

Town County Post Code 

 

Phone:    Email   
 

 
Work Phone:   

Work 
Email   

 

  Other Details  
Does your child have an Education, Health 
and Care Plan 

YES NO Is your child cared for by a Local Authority or is 
he/she a previously looked after child? 

YES NO 

 

Signature: Date:    

mailto:admin@woolmergreen.herts.sch.uk
http://www.woolmergreen.herts.sch.uk/
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St. Michael’s Woolmer Green C of E Primary School 
London Road, Woolmer Green, Herts, SG3 6JP 

Tel: 01438 813267 Fax: 01438 815623 e-mail: admin@woolmergreen.herts.sch.uk 

Website: www.woolmergreen.herts.sch.uk 

Headteacher – Mrs Jan Martin 

 

 

In Year Admission Form 

Extra information from current school 

The pupil’s current school must complete and submit this form. 

We cannot accept this form from the applicant. 

Pupil’s details 

Pupil’s first name  

Pupil’s surname  

Pupil’s date of birth  

Pupil’s current year group  

Attendance 

This academic year - number of authorised absences  

This academic year - number of unauthorised absences  

Last academic year - number of authorised absences  

Last academic year - number of unauthorised absences  

Punctuality 

 

 
Pupil’s punctuality is generally 

Good 

Average 

Poor 

 
Attendance Improvement Officer involved 

Yes 
 

No 

Attainment 
Please tell us the pupil’s current, potential and achieved levels of attainment (e.g. previous National Curriculum levels, 
attainment against Age-Related Expectations (ARE) for their year group). 

Year 1 Phonics Screening Check score Date of assessment: 

 
KS1 English Teacher Assessment results 

KS1 Reading: 

 
KS1 Writing: 

KS1 Mathematics Teacher Assessment results  

mailto:admin@woolmergreen.herts.sch.uk
http://www.woolmergreen.herts.sch.uk/


 

KS1 Science Teacher Assessment results  

 
Current English Teacher Assessment against ARE 

Reading: Date: 

 
Writing: Date: 

Attainment (continued) 

Current Mathematics Teacher Assessment against ARE Date: 

Current Science Teacher Assessment against ARE Date: 

Reading Age Date of assessment: 

Spelling Age Date of assessment: 

About the pupil 

 
Does this child qualify for free school meals? 

Yes 
 

No 

 
Is this child on the SEN Register? 

Yes 
 

No 

 
 

If yes, does the child have any of the following? 

School support 

 
Statement of Special Educational Needs 

Education, Health & Care Plan 

Exceptional Needs Funding 

 

If child is on the SEN Register, what are their main 
needs? 

 

 
Has the pupil had a Pastoral Support Plan? 

Yes 
 

No 

If yes, please attach the plan  

 



 

Have any of the following agencies been involved with 
the pupil? 

Pupil Referral Unit 

Education Support Centre 

School inclusion Centre 

CAMHS 

PSP 

TYS 

CAF/Families First 

TAC/CiN 

Youth Connexions 

IEP 

ADD-vance 

School Family Worker 

School nurse 

Respite 

About the pupil (continued) 

Have any of the following agencies been involved with 
the pupil? (continued) 

Counselling 

TA/LSA support 

Educational psychologist 

Integration Team 

Refugee and Traveller Team 

Children Looked After Team 

Child Protection 

IBP 

Risk assessment (RAMP) 

Parent Partnership team 

Thriving Families team 

 
Has the pupil ever had a fixed term exclusion? 

Yes 
 

No 

If yes, please give start date, number of days and the 
reason 

 

Any other comments? (including medical issues, any 
family issues, behaviour and relationships with staff and 
pupils) 

 

 



 

School’s details 

Your details. Please give contact details in case the pupil’s future school wants to discuss anything with you. 

Your name 
 

Your position 
 

Your school 
 

Your e-mail 
 

Your phone number 
 




