
Hertfordshire Voluntary Aided and Foundation Schools and Academies Determined Admission 
Arrangements 2019/20 

Important: To view the admission arrangements for a specific school, please click on the school name in the 
index below.  

DFE School name School Town Phase 
9194022 Haileybury Turnford Cheshunt Secondary 
9192337 Hammond Academy Hemel Hempstead Primary 
9192060 Harpenden Academy Harpenden Primary 
9192372 Hartsbourne Primary School Bushey Heath Primary 
9192004 Hatfield Community Free School Hatfield Infant 
9194005 Hemel Hempstead School (The) Hemel Hempstead Secondary 
9195420 Hertfordshire And Essex High School and Science College (The) Bishop's Stortford Secondary 
9195203 Hertingfordbury Cowper C of E VA Primary School Hertingfordbury Primary 
9193304 Hertsmere Jewish Primary School Radlett Primary 
9194001 Hertswood Academy Borehamwood Secondary 
9194122 Highfield School (The) Letchworth Secondary 
9194008 Hitchin Boys' School Hitchin Secondary 
9194009 Hitchin Girls' School Hitchin Secondary 
9199909 Hockerill Anglo-European College (Boarding Place) Bishop's Stortford Secondary 
9195427 Hockerill Anglo-European College (Day Place) Bishop's Stortford Secondary 

9193404 Holy Family RC Primary School 
Welwyn Garden 
City Primary 

9193985 Holy Rood Catholic Primary School Watford Primary 
9193326 Holy Trinity Church of England Primary School Waltham Cross Primary 
9193347 Hormead C of E (VA) First and Nursery School Great Hormead Primary 
9194619 John F Kennedy Roman Catholic School Hemel Hempstead Secondary 
9195413 John Henry Newman RC School Stevenage Secondary 
9195426 John Warner School (The) Hoddesdon Secondary 
9192042 Jupiter Community Free School Hemel Hempstead Infant 
9199995 Katherine Warington School Harpenden Secondary 
9194096 Kings Langley School Kings Langley Secondary 
9194016 Knights Templar School (The) Baldock Secondary 
9192049 Lanchester Community Free School Watford Infant 
9192398 Laurance Haines School Watford Primary 
9195416 Leventhorpe School Sawbridgeworth Secondary 
9193352 Little Gaddesden C of E VA Primary School The Gaddesdens Primary 
9195207 Little Heath Primary School Little Heath Primary 
9195208 Little Reddings Primary School Bushey Primary 
9193373 Long Marston Voluntary Aided C of E Primary School Long Marston Primary 
9194080 Longdean School Hemel Hempstead Secondary 
9194620 Loreto College St Albans Secondary 
9192099 Mandeville Primary (St Albans) St Albans Primary 
9192080 Manor Fields Primary School Bishop's Stortford Primary 
9195414 Marlborough Science Academy (The) St Albans Secondary 
9194140 Meridian School (The) (RSAT) Royston Upper 
9192156 Meryfield Community Primary School Borehamwood Primary 

9194118 Monks Walk School 
Welwyn Garden 
City Secondary 

9195411 Mount Grace School Potters Bar Secondary 
9193302 Nash Mills C of E Primary School Hemel Hempstead Primary 
9195412 Nicholas Breakspear Catholic School St Albans Secondary 
9194104 Nobel School (The) Stevenage Secondary 

9193976 
North Mymms St Mary's Church of England VA Primary (Welham 
Green) North Mymms Primary 



9195209 Northaw C of E Primary School Northaw Primary 
9192009 Northgate Primary School Bishop's Stortford Primary 
9193350 Norton St Nicholas C of E (VA) Primary School Letchworth Primary 
9193357 Offley Endowed Primary School Offley Primary 
9194154 Onslow St Audrey's School Hatfield Secondary 
9192115 Orchard Primary School (The) Watford Primary 
9193399 Our Lady Catholic Primary (Hitchin) Hitchin Primary 

9193382 Our Lady Catholic Primary (Welwyn Garden City) 
Welwyn Garden 
City Primary 

9192137 Oxhey Wood Primary School Watford Primary 
9193364 Park Street C of E V A Primary School & Nursery Park Street Primary 
9195202 Parkside Community Primary  Borehamwood Primary 
9195404 Parmiter's School Garston Secondary 
9192198 Peartree Spring Primary School (Stevenage) Stevenage Primary 
9193975 Pope Paul Catholic Primary School Potters Bar Primary 
9194013 Presdales School Ware Secondary 
9194000 Priory School (The) Hitchin Secondary 
9193366 Puller Memorial C of E Voluntary Aided Primary School High Cross Primary 
9195410 Queens' School Bushey Secondary 
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Haileybury Turnford School Admission Arrangements for 2019/20 
 
 
The school will have a published admission number of 182 
 
Section 324 of the Education Act 1996 requires the governing bodies of all schools to admit a child with 
a statement of special educational needs that names their school. The school will also admit any child 
with an Education Health & Care Plan that names the school. 

 
If there are fewer applications than places available, all applicants will be offered a place. If there 
are more applications than places available, the criteria outlined below will be used to allocate 
places. 

 
Rule 1 Looked After Children 
Children looked after (in public care) and children who were previously looked after, but 

ceased 
to be so because they were adopted (or became subject to a child arrangements order or a  
special guardianship order). 
 
Rule 2 Medical or Social  
Children for whom it can be demonstrated that they have a particular medical or social need to  
go to the school.  
A panel of HCC officers will determine whether the evidence provided is sufficiently compelling 
to meet the requirements for this rule. The evidence must relate specifically to the school 
applied for under Rule 2 and must clearly demonstrate why it is the only school that can meet 
the child’s needs. 
 
Rule 3 Sibling 
Children who have a sibling at the school at the time of application, unless the sibling is in the last  
year of the normal age-range of the school. Note: the ‘normal age range’ is the designated range  
for which the school provides, for example Years 7 to 11 in an 11-16 secondary school, Years 7  
to 13 in an 11-18 school. 
 
Rule 4 Children who live in the priority area for whom it is their nearest Hertfordshire  
maintained school or academy that is non-faith, co-educational and non-partially  
selective 
Note: Non-partially selective means that the school does not offer any places based on  
academic ability. 
 
Rule 5 Children who live in the priority area who live nearest to the school 
The school’s priority area comprises Hoddesdon, Broxbourne, Turnford, Cheshunt, Stansted  
Abbots, Waltham Cross, Northaw & Cuffley and Waltham Cross. 
 
Rule 6 Children living outside the priority area on the basis of distance, with those living  
nearest to the school given priority 
 
These rules are applied in the order they are printed above.  If more children qualify under a 
particular rule than there are places available, a tiebreak will be used by applying the next rule to 
those children. 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 logically this will be on the ground floor and therefore closer. If 
there are two identical addresses of separate applicants, the tie break will be random allocation.

 



 

Random allocation will be undertaken independently of the school by Hertfordshire County Council. 
Every child entered onto the county council’s admissions database has an individual random 
number assigned, between 1 and 1 million, against each preference school.  When there is a need 
for a final tie break this random number is used to allocate the place, with the lowest number given 
priority. 
 
Haileybury Turnford will use the same definitions and measuring system as Hertfordshire County 
Council’s as outlined in the “Definitions“ section below. 
 
Priority Areas 
The co-educational priority areas in the admission rules are based on the following towns, 
parishes/unparished areas. These apply to Rules 4 and 5. Haileybury Turnford has retained the 
county county’s priority areas as part of their admission arrangements for 2019/20 and is therefore 
included in the list below along with all other academies and foundation schools (as marked by an 
asterix*) 
 
 
 
 

1 

 
Priority Area 

 
Towns/Parishes/Unparished areas 

 
Schools 

Hitchin Hexton, Hitchin, Holwell, Ickleford, 
Langley, Lilley, Offley, Pirton, 
Preston, St. Ippolyts, Wymondley. 

The Priory* 

  
2 Letchworth 

Garden City 
Letchworth Garden City Fearnhill*, 

Highfield* 

 
3 Baldock and 

surrounding 
villages 

Ashwell, Baldock, Bygrave, 
Caldecote, Clothall, Edworth, 
Hinxworth, Newnham, Radwell, 
Rushden, Sandon, Wallington, 
Weston. 

Knights Templar* 

 
4 Buntingford, 

Puckeridge 
and Royston 

Anstey, Ardeley, Aspenden, 
Barkway, Barley, Braughing, Brent 
Pelham, Buckland, Buntingford, 
Cottered, Great Munden, Hormead, 
Kelshall, Meesden, Nuthampstead, 
Reed, Royston, Standon, Therfield, 
Westmill, Wyddial. 

Meridian* 

 
5 Stevenage Aston, Benington, Datchworth, 

Graveley, Great Ashby, Knebworth, 
Stevenage, Walkern. 

Barclay, 
Barnwell*, 
Marriotts, 
Nobel*, Thomas 
Alleyne* 

 

 



 

6 Hemel 
Hempstead, 
Kings Langley, 
Berkhamstead, 
Tring, Garston, 
Watford, 
Chorleywood and 
Rickmansworth 

Abbots Langley, Aldbury, 
Berkhamsted, Bovingdon, 
Chipperfield, Chorleywood, 
Croxley Green, Flaunden, Great 
Gaddesden, Hemel Hempstead, 
Kings Langley, Little Gaddesden, 
Maple Cross, Nash Mills, 
Nettleden with Potten End, 
Northchurch, Rickmansworth, 
Sarratt, Tring, Tring Rural, 
Watford, Wigginton. 

Adeyfield, Ashlyns*, 
The Astley Cooper, 
The Cavendish, 
Hemel Hempstead, 
Longdean*, 
Kings Langley *, 
Westfield * 

 
 
 

7 

Harpenden 
and St. Albans 

Ayot St. Lawrence, Colney Heath, 
Flamstead, Harpenden, Harpenden 
Rural, Kimpton, King’s Walden, London 
Colney, Markyate, Redbourn, Ridge, 
Sandridge, St. Michael, St. Pauls 
Walden, St. Stephens, St. Albans, 
Shenley, Wheathampstead. 

Beaumont,* 
Roundwood 
Park*, Samuel 
Ryder* 
Sandringham*, 
Sir John Lawes* 

 
8 Welwyn 

Garden City, 
Hatfield, 
Potters Bar 
and 
Brookmans 
Park 

Ayot St. Peter, Codicote, Essendon, 
Hatfield, North Mymms, Potters Bar, 
Welwyn Garden City, Welwyn, 
Woolmer Green. 

Monks Walk*, 
Onslow St. 
Audreys*, Sir 
Frederic Osborn, 
Stanborough* 

 
9 Ware and 

Hertford 
Bayford, Bengeo Rural, Bramfield, 
Brickendon Liberty, Great Amwell, 
Hertford, Hertford Heath, 
Hertingfordbury, Hunsdon, Little 
Berkhamsted, Little Munden, Sacombe, 
Stanstead St. Margarets, Stapleford, 
Tewin, Thundridge, Ware, Wareside, 
Watton-at-Stone, Widford 

Chauncy* 
Sele*, 
Simon 
Balle* 

 
 

1
0 

Bishop’s 
Stortford and 
Sawbridgeworth 

Albury, Birchanger, Bishop’s 
Stortford, Eastwick, Elsenham, 
Furneux Pelham, Gilston, Great 
Hallingbury, High Wych, Little 
Hadham, Little Hallingbury, Much 
Hadham, Sawbridgeworth, Sheering, 
Stocking Pelham, Thorley. 

 

 
 

 



 

11 Borehamwood
Bushey and 
Watford Rural 

Aldenham, Bushey, Elstree, 
Borehamwood, 
Watford Rural 

Hertswood* 

 
 

12 Hoddesdon, 
Broxbourne, 
Turnford 
and 
Cheshunt 

Broxbourne, Cheshunt, 
Hoddesdon, Nazeing, Northaw & 
Cuffley, Stanstead Abbots, 
Waltham Cross. 

Robert Barclay*, 
Haileybury 
Turnford*, Goffs-
Churchgate* 

 
Continuing Interest (Year 7 places) 
After places have been offered, Hertfordshire County Council will maintain the school’s continuing 
interest (waiting) list. A child’s position on a Continuing interest list will be determined by the 
admission criteria outlined above and a child’s place on the list can change as other children join 
or leave it. The county council will contact parents/carers if a vacancy becomes available and it 
can be offered to a child. 
 
Continuing interest lists will be maintained for every year group until the end of the summer 
term. 

 
In Year Admissions 
The school will remain part of the county council’s coordinated In Year admissions scheme. In 
year applications should be made online at www.hertsdirect.org/admissions 
 A paper application form can be requested from the Customer Service Centre, 0300 123 4043. 

 
Fair Access 
The school participates in the county council’s Fair Access protocol and will admit children under 
this protocol before children on continuing interest. 

 
Appeals 
At transfer time parents wishing to appeal who applied on line should log into their online 
application and click on the link 'register an appeal '.For those who did not apply on line, please 
contact the Customer Service Centre on 0300 123 4043 to request an appeal pack.' 
 
For in-year applications, Hertfordshire County council will write to you with the outcome of your 
application and, if you have been unsuccessful, will include registration details to enable you to 
login and appeal online at www.hertfordshire.gov.uk/schoolappeals 

 

http://www.hertsdirect.org/admissions
http://www.hertfordshire.gov.uk/schoolappeals


 

Sixth Form Arrangements 
• The school will admit up to 30 external students to its Sixth Form.  
• The school will accept 30 external students into the Sixth Form. 
• The minimum academic criteria for all students is, for Level 3 courses at least 5 

GCSEs Grade A*-C and above; or Grade 5 and above in line with the new GCSE 
grading criteria. 

• Students with less than this requirement will be directed towards Level 2 courses. If 
oversubscribed with external applicants, priority will be given to: 
 Children looked after or previously looked after 
 Children with siblings at the school 
 Children living nearest the school 

 
If there is a tie break with two children living identical distances both will be admitted. If 
the school is oversubscribed, priority will first be given to: Children looked after or 
previously looked after. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Definitions and Explanatory notes 
The following definitions apply to terms used in the admissions criteria: 

 
Children looked after: 
Places are allocated to children looked after 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 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 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) 
 

All children adopted from care who are of compulsory school age are 
eligible for admission under rule 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 

 
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 

 
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.  

 
Rule 2: Children for whom it can be demonstrated that they 
have a particular medical or social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the family 
since the initial application was submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse 
social and medical needs. However in a few very exceptional cases, there are 
reasons why a child has to go to one specific school. 
 
Few applications under Rule 2 are agreed. All applications are considered 
individually but a successful application should include the following: 

 
 



 

a. Specific recent professional evidence that justifies why only one school can 
meet a child’s individual needs, and/or 
b. Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet the child’s needs 
c. If the requested school is not the nearest school to the child’s home address 
clear reasons why the nearest school is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of illness or 
disability makes attendance at only a specific school essential. 

 
Evidence should make clear why only one school is appropriate. Applications under Rule 
2 can only be considered when supported by a recent letter from a professional involved 
with the child or family, for example a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only one named school can meet the social/medical 
needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
www.hertfordshire.gov.uk/admissions 
 
Definition of sibling: 
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. 
 
A sibling must be on roll of the named school at the time the younger child starts. 
If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family. 
 
A sibling link also will be recognised for a child who has been offered, and has accepted, a 
place at the school. 
 
*Children previously looked after are those children adopted or with a special 
guardianship   order or child arrangements order. This definition was amended 
following a determination by the OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single twin/multiple 
birth child is allocated the last place at a school. 
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
 

http://www.hertfordshire.gov.uk/admissions


 

“Permanent” means that the child has lived at that address for at least a year and/or the 
family own the property or have a tenancy agreement for a minimum of 12 months. 
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. 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible to 
prevent applications being made from fraudulent addresses. Address evidence is 
frequently requested, monitored and checked and school places will be withdrawn when 
false information is deliberately provided. 
 
Action will be taken in the following circumstances: 
• When a child’s application address does not match the address of that child at  

their current school; 
• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
• 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 
• When a child starts at the allocated school and their address is different from the  

address used at the time of application 
 
Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Definition of “nearest school” for secondary/upper admissions 
The “nearest school” definition for rule 4 is “the nearest Hertfordshire maintained school 
or academy that is non-faith, co-educational, and non-partially selective (note – non-
partially selective means that the school does not offer any places based on academic 
ability”). 
 
Co-educational schools/academies which select partially on ability are:  

 



 

Dame Alice Owens 
Parmiters 
Queens 
Rickmansworth 
St Clement Danes 
 
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 Secondary transfer 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 Unit postal address or quartering area address in Hertfordshire, 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 a panel of county 
council officers 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. 
 
 
Children Out of Year Group 
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 governor’s 
decision will be based upon the circumstances of each case including the view of parents, 
the Principal, 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 Principal and Senior Leadership of the school. 
 
*Advice on the admission of summer born children” December 2014 
 

 

 

 

Admissions Contact 

Haileybury Turnford Admissions Officer: Mrs R Davey  
Haileybury Turnford, Mill Lane, Cheshunt, Herts EN8 0JU 
Tel: 01992 308333 
Email: admissions@haileyburyturnford.com  

 

mailto:admissions@haileyburyturnford.com


 
EXTERNAL APPLICATION FORM HAILEYBURY TURNFORD SIXTH FORM 2019-2021 

 
STUDENT NAME: ___________________________________________STUDENT DATE OF BIRTH: _____________ 
 
STUDENT HOME ADDRESS: ______________________________________________________________________ 
 
_____________________POSTCODE:______________________CONTACT TELEPHONE: ____________________ 
 
LEVEL 3 SUBJECT COURSES: 
Please mark with an “x” for up to 4 choices of subjects that you wish to study at “A” Level – please note that some 
subjects may count as 2 of your choices.  
 

Name of 
qualification 

Type of 
Qualification 

“x” for 
choice 

Name of qualification Type of 
Qualification 

“x” for 
choice 

Accounting A Level (counts as 
1 choice) 

 Geography A Level (counts as 
1 choice) 

 

Art & Design - Fine 
Art 

A Level (counts as 
1 choice) 

  Health & Social Care Vocational (counts 
as 1 choice) 

 

Art & Design – 
Photography 

A Level (counts as 
1 choice) 

 History A Level (counts as 
1 choice) 

 

Business A Level (counts as 
1 choice) 

 ICT  Vocational (counts 
as 1 choice) 

  

Business Extended 
Certificate 

Vocational (counts 
as 1 choice) 

  Mathematics A Level (counts as 
1 choice) 

 

Business Diploma Vocational (counts 
as 2 choices) 

  Further Maths AS Level (does not 
count as a choice) 

  

Biology A Level (counts as 
1 choice) 

  Media Studies  Vocational (counts 
as 1 choice) 

  

Chemistry A Level (counts as 
1 choice) 

 Music  Vocational (counts 
as 1 choice) 

 

Child Care Vocational (counts 
as 1 choice) 

 Public Services Vocational (counts 
as 1 choice) 

  

Dance A Level (counts as 
1 choice) 

  Sports Studies – 
Single  

Vocational (counts 
as 1 choice) 

 

Drama and Theatre 
Studies 

Vocational (counts 
as 1 choice) 

  Sport Studies – 
Double  

Vocational (counts 
as 2 choices) 

 

Economics A Level (counts as 
1 choice) 

  Physics A Level (counts as 
1 choice) 

  

Engineering Vocational (counts 
as 1 choice) 

  Physical Education A Level (counts as 
1 choice) 

 

English Literature A Level (counts as 
1 choice) 

  Psychology A Level (counts as 
1 choice) 

  

English Language A Level (counts as 
1 choice) 

 Product Design A Level (counts as 
1 choice) 

  

French A Level (counts as 
1 choice) 

 Sociology A Level (counts as 
1 choice) 

  

   Spanish A Level (counts as 
1 choice) 

 

 
 
Please note – you are not signing up to these courses, this is your initial thoughts only and will focus you on finding out 
more about these courses from your teachers and Subject Leaders. Your form tutor is also an excellent person to speak 
to. Final subject courses will not be confirmed until your GCSE results are available.  
 
 

1 | P a g e  
 



 
 
Who is your current school or education provider? 
 
 
 
Who could we contact for a reference from at your home school? – Please give a name of someone who will be 
able to write a positive reference for you (for example, they could be either your Head of Year or a current 
teacher) 
 
 
 
Are there other courses that you may be interested in? 
We would like to know if there are any other courses you have been investigating that we could look to offer here at 
Haileybury Turnford – if so then please list them in the box below so we can discuss at your interview. 
 
 
 
 
 
LEVEL 2 COURSES: 
 
Should you not perform as well as you had hoped at GCSE then we would also require students to attain their GCSE 
English and Mathematics at grade 4 or higher in their Year 12 year. It is our aim that all students will endeavor to leave 
the Sixth Form with GCSE English and Mathematics at grade 4 or higher. The decision on whether to take these will be 
made after GCSE results in August. 
 
Please mail, email or hand deliver this form back to the Schools Reception desk before Monday 10th December. If you 
have any specific questions, please contact me through the school or preferably by email at 
walshb@haileyburyturnford.com. Applications can also be emailed to this address. 
 
 
 
What if my application is made after the deadline? 
 
Your application will still be considered but may be rejected if we have already allocated our maximum amount of offers. 
We would encourage you apply before the deadline where possible. 
 
We look forward to exploring your future options with us. 
 
Brendon Walsh 
Head of Sixth Form 
 
 
 
 
 
*Please also fill in the equal opportunities form overleaf* 
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Equal Opportunities Form 
 

1. Ethnic Origin 
 
 
I would describe my ethnic origin as: 

Please tick 
one box 

White British  
Irish  
Any other white background *  

Mixed White and Black Caribbean  
White and Black African  
White and Asian  
Any other mixed background *  

Asian or Asian 
British 

Indian  
Pakistani  
Bangladeshi  
Any other Asian background *  

Black or Black 
British 

Caribbean  
African  
Any other  Black background *  

Chinese  Chinese  
*Other ethnic 

group  
Please state:  

 
 

2.   Is there anyone who relies on you for day-to-day care attention?     
 (Please delete as appropriate)   YES/NO 

 
     Age 
If YES, are they: a) Children 0 – 4 (please tick box/boxes)     

                                     5 – 11       
               12 – 16     
   b) Other family member or partner (please tick)  
 
3. Do you consider yourself to have a disability or special educational need or is English not your 

first spoken language?     YES/NO   (Please delete as appropriate) 
 

 
If yes, please give details here.   
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 
 
Thank you for completing this form 
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Hammond Academy: Admission arrangements for 2019/2020 
 
The schools published admission number will be 90 for years 4,5 and 6 and 60 for Nursery 
Reception year 1 and 2 and 3 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to admit a child with a statement of special educational needs that names their 
school. All schools must also admit children with an Education Health and Care Plan 
(EHCP) that names the school.  
 
If there are fewer applications than places available, all applicants will be offered a place. If 
there are more applications than places available, the criteria outlined below will be used 
to allocate places.  
 
 
Rule 1  Children in care and children who were looked after, but ceased to be so 

because they were adopted (or became subject to a child arrangement order 
or a special guardianship order) 

 
Rule 2  Medical or Social: Children for whom it can be demonstrated that they have 

a particular medical or social need to go to the school. 
A panel of officers will determine whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule. The evidence 
must relate specifically to the school applied for under Rule 2 and must 
clearly demonstrate why it is the only school that can meet the child’s needs. 

 
                      
Rule 3 Sibling: Children who have a sibling on the roll of the school or linked  

school at the time of application. 
This applies to reception through to Year 5 in infant, junior and primary 
schools; and from reception through to Year 3 in first schools; and from Year 
5 to Year 7 in middle schools 
In Year admissions: the sibling may be in the school’s final year as long as 
they will still be in attendance at the time of admission   
. 

Rule 4 Nearest School: Children for whom it is their nearest community or 
voluntary controlled school or an own admitting school or academy using 
Hertfordshire county council’s admission rules. 
A list of schools and academies included in the definition of “nearest” is 
available in the “Definition” section below.  
 

Rule 5 Distance: Children who live nearest to the school. 
Children not considered under Rule 5 will be considered under Rule 6. 
 

These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children. 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 logically this will be on the ground floor and therefore closer. If there are two 
identical addresses of separate applicants, the tie break will be random allocation 
 
Random allocation will be undertaken independently of the school by Hertfordshire 
County Council. Every child entered onto the county council’s admissions database 
has an individual random number assigned, between 1 and 1 million, against each 
preference school. When there is a need for a final tie break this random number is 
used to allocate the place, with the lowest number given priority. 
 

Hammond Academy will use the same definitions and measuring system as Hertfordshire 
County Council’s as outlined in the “Definitions" section below.  
 
Continuing Interest (Reception places) 
After places have been offered, Hertfordshire County Council will maintain the school’s 
continuing interest (waiting) list. A child’s position on a CI list will be determined by the 
admission criteria outlined above and a child’s place on the list can change as other 
children join or leave it.  The county council will contact parents/carers if a vacancy 
becomes available and it can be offered to a child. 
A continuing interest list will be maintained for every year group until the end of the 
summer term. 
 
In Year Admissions 
The Academy will be responsible for its own in year admissions. Application Forms can be 
accessed via www.hammondacademy.org.uk or from Mrs Amanda French on 01442 
404020 
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit children 
under this protocol before children on continuing interest. 
 
Appeals  
At transfer time parents wishing to appeal who applied on line should log into their online 
application and click  on the link 'register an appeal '.For those who did not apply on line, 
please contact the Customer Service Centre on 0300 123 4043 to request an appeal 
pack.' 
For In Year appeals please contact the school in the first instance. 
 
 
Definitions and Explanatory notes  
The following definitions apply to terms used in the admissions criteria: 
 
Children in public care (children looked after): 
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 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 child arrangements order or a special 
guardianship order. 
 

http://www.hammondacademy.org.uk/


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) 
 
All children adopted from care who are of compulsory school age are eligible for admission 
under rule 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 
 
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 
 
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. 
 
* 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. 
 
Rule 2: Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless there 
has been a significant and exceptional change of circumstances within the family since the 
initial application was submitted. 
All schools in Hertfordshire have experience in dealing with children with diverse social 
and medical needs. However in a few very exceptional cases, there are reasons why a 
child has to go to one specific school. 
 
Few applications under Rule 2 are agreed. All applications are considered individually but 
a successful application should include the following: 
 
a. Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or 
b. Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child’s needs 
c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential. 
 



Evidence should make clear why only one school is appropriate. Applications under Rule 2 
can only be considered when supported by a recent letter from a professional involved 
with the child or family, for example a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only one named school can meet the social/medical 
needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available 
at: www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf   
 
Definition of sibling: 
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. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 
 
*Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order. This definition was amended following a determination 
by the 
OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single twin/multiple 
birth child is allocated the last place at a school.  
 
 
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or the 
family own the property or have a tenancy agreement for a minimum of 12 months. 
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. 
 

http://www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf


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

• When a child’s application address does not match the address of that child at their 
current school; 

• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 

 
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 
• When a child starts at the allocated school and their address is different from the 

address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Rule 5: Definition of “nearest school”  
The definition of “nearest school” under Rule 5 includes all community and voluntary 
controlled schools and the following own admission authority schools: 
 
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 can not be taken into account 
before National Allocation Day. Decisions on these applications will be made by a panel of 
senior officers 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. 
 
Age of Admission and Deferral of Places 
The school’s policy is that children born on and between 1 September 2013 and 31 August 
2014 would normally commence primary school in Reception in the academic year 
beginning in September 2018. 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 
individual school(s) 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. Guidance issued by the Minister of State for Schools, Nick Gibb on 8 
September 2015, 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.   
  
In anticipation of this change to 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.  
 
 
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 
 
 
 
 
 
 
 
 
Nursery Provision 
To apply for a place at Hammond Academy Nursery please go 
to www.hertfordshire.gov.uk/admissions. For In year admissions to Nursery please contact 
the school directly 

http://www.hertfordshire.gov.uk/admissions


 
Parents of children who are admitted to a nursery provision at a school must apply in the 
normal way for a place at the school if they want their child to transfer to the reception 
class. Attendance at the nursery or co-located children’s centre does not guarantee 
admission to the school. 
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Scholars’ Education Trust 

Harpenden Academy 
 
POLICY TITLE: ADMISSIONS FOR THE ACADEMIC YEAR 2019-2020 
 
STATUS:  Statutory 
 
REVIEWED BY: Admissions Committee/Governing Body  
  
DATE DUE: January 2018 (Approved Dec 2017) 
 
NEXT REVIEW: Autumn 2018  
 
 
Introduction 
 
Thank you for your interest in Harpenden Academy Admissions process. 
 
Harpenden Academy is a co-educational, all ability school for children aged 4-11. The 
published admissions number for Reception is 60. 
 
Harpenden Academy complies with the legal requirements of the DfE published Admissions 
Code. 
 
Harpenden Academy operates an unbiased admissions process. 
 
Harpenden Academy will form part of Hertfordshire County Council’s Co-ordinated 
Admissions process for Reception places until further notice. We will co-ordinate and share 
data with Hertfordshire County Council. All applicants must complete the Common Application 
Form of their home Local Authority. Hertfordshire residents should apply online to 
Hertfordshire County. Families resident in other authorities must complete the form provided 
by the authority in which they live. Applicants for Harpenden Academy do not need to complete 
a Supplementary Information Form (SIF).  
 
If the School receives more applications than it has places available, the following criteria will 
be applied in the order they are printed below.  
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools 
to admit a child with a statement of special educational needs that names their school. Schools 
must also admit children with an EHC (Education, Health and Care) Plan that names the 
school.  
 
Rule 1 
Children looked after and children who were previously looked after, but ceased to be so 
because they were adopted (or became subject to a child arrangement order or a special 
guardianship order).  Please see notes below for full definition.  
 
Rule 2 
Medical or social: Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the Academy. Please see notes below for full definition. 
A panel of governors will determine whether the evidence is sufficiently compelling to meet 
the requirements for this rule. The evidence must relate specifically to the Academy applied 
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for under Rule 2 and must clearly demonstrate why it is the only school that can meet the 
child’s needs.  
 
Rule 3 
Sibling: Children who have a sibling on roll of the Academy at the time of application. Please 
see notes below for full definition.  
 
Rule 4 
Children of Staff 
 
Rule 5 
Nearest School:  Children for whom it is their nearest school or academy. All schools, except 
those schools that admit pupils on the basis of faith, are included. 
 
Rule 6 
Distance: Children who live nearest the Academy. (Straight line system of measurement from 
a child’s home address point to the address point of the school will be used for all admission 
distances - see below).  
 
Tie-Break 
These rules are applied in the order they are printed above. If more children qualify under a 
particular rule than there are places available, a tiebreak will be used by applying the next rule 
to those children. 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 logically this will be on the ground floor and therefore 
closer. If there are two identical addresses of separate applicants, the tie break will be random 
allocation. Random allocation will be undertaken independently of the school by Hertfordshire 
County Council. Every child entered onto the county council’s admissions database has an 
individual random number assigned, between 1 and 1 million, against each preference school. 
When there is a need for a final tie break this random number is used to allocate the place, 
with the lowest number given priority.  
 
NOTES ON THE ADMISSION ARRANGEMENTS  
 
Rule 1: Children looked after and children who were previously looked after, but ceased 
to be so because they were adopted (or became subject to a child arrangement order1 
or a special guardianship order2).   
 
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 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 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)  
 
All children adopted from care who are of compulsory school age are eligible for admission 
under rule 13. 
 
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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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.  
 
Rule 2: Children for whom it can be demonstrated that they have a particular medical 
or social need to go to the Academy.  
 
Rule 2 applications will only be considered at the time of the initial application, unless there 
has been a significant and exceptional change of circumstances within the family since the 
initial application was submitted.  
 
All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has 
to go to one specific school.  
 
Few applications under Rule 2 are agreed. All applications are considered individually but a 
successful application should include the following:  

a) Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or  

b) Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child’s needs  

c) If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate  

d) For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential.  

 
Evidence should make clear why only one school is appropriate.  
 
Applications under Rule 2 can only be considered when supported by a recent letter from a 
professional involved with the child or family, for example a doctor, psychologist or police 
officer. The supporting evidence needs to demonstrate why only one named school can meet 
the social/medical needs of the child.  
 
Applications for children previously “looked after” but not meeting the specific criteria outlined 
Rule 1, may be made under this rule.  
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
https://beta.hertfordshire.gov.uk/media-library/documents/schools-and- 
education/admissions/admissions-rule-2-process-document.pdf  
 
Sibling  
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 after1 and in every 
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case living permanently2 in a placement within the home as part of the family household from 
Monday to Friday at the time of this application.  
 
A sibling must be on the roll of the named school at the time the younger child starts or have 
been offered and accepted a place. 
 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family.  
 
1. Children previously looked after are those children adopted or with a special guardianship order or child 
arrangements order. This definition was amended following a determination by the OSA in August 2014.  
 
2. 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.  
 
Children of Staff  
The school will admit a child of a member of staff provided that the member of staff has been 
employed at the school for two or more years at the time at which the application for admission 
to the school is made or where the member of staff is recruited to fill a vacant post for which 
there is a demonstrable skill shortage.  
 
For the purposes of satisfying these criteria, a member of staff is defined as a permanent 
member of the teaching staff, or a permanent member of the non-teaching staff. This definition 
does not include contract staff. This definition does not include peripatetic staff employed by 
HCC.  
 
The child must be living permanently with the member of staff.  
 
Twins and Multiple Births  
The school will admit over the published admission number when a single twin/multiple birth 
child is allocated the last place at a school.  
 
Home Addresses  
The address provided must be the child’s current permanent address at the time of application. 
‘At the time of application’ means the closing date for applications. “Permanent” means that 
the child has lived at that address for at least a year and/or the family own the property or have 
a tenancy agreement for a minimum of 12 months.  
 
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 that 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.  
 
If two different applications are received for the same child from the same address, e.g. 
containing separate preferences, the application from the parent in receipt of child benefit will 
be processed if the applications cannot be reconciled.  
 
Home to School Distance Measurement for Purposes of Admissions  
Hertfordshire County Council’s ‘straight line’ distance measurement system is used for all 
home to school distance measurements for admission allocation purposes. Distances are 
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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.  
 
Age of Admission and Deferral of Places  
Where Harpenden Academy has offered a child a place at the school, we provide for the full- 
time admission of that child 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, 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 Harpenden 
Academy to discuss their child’s requirements.  
 
Summer born children (1st April – 31st August) – Entry to Reception  
Legally, a child does not have to start school until the start of the term following their fifth 
birthday. If you do not believe your child will be ready to start Reception in the 2019/20 
academic year, you may instead make an application for your child to start Reception in 
September 2020. 
 
Summer born applications that are delayed for a year (for entry in September 2020) will be 
processed in exactly the same way as all other reception applications received at that time; 
there is no guarantee that a place will be offered at a child’s preferred school.  
If parents wish to delay their application for a Reception place they are advised to discuss their 
child’s needs/development with their current early years or nursery provider.  
 
Children Seeking Admission Outside Their Chronological Year Group (except 
applications for reception from summer born children) 
 
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,1 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 Scholars Education Trust, as the relevant admission authority, will decide whether the 
application will be accepted on the basis of the information submitted. The Trust’s 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.  
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1. “Advice on the admission of summer born children” December 2014. 
 
Applications from Children1 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.  
 
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.  
 
Applications will not normally be accepted from, nor places allocated to, an overseas address. 
The exception to this 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 Harpenden Academy 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 Unit postal address or quartering area address, for consideration of the 
application against oversubscription criteria. Applications will also be considered, and places 
offered in advance for these families, if the application is accompanied by an official letter that 
declares a relocation date but does not provide a quartering or unit address because the family 
will be residing in private accommodation. In these cases, if the family does not already have 
a permanent private address in Hertfordshire, the military base or alternative “work” address 
in Hertfordshire will be used for allocation purposes.  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 children1 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 a panel of county 
council officers 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.  
 
1. 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.  
 
Arrangements for Admitting Pupils to Other Year Groups, including to replace any 
Pupils who have left Harpenden Academy 
 
Any requests for an In Year transfer should be made to the school and will be passed to the 
Scholars Education Trust for consideration.  
 
Harpenden Academy will operate a continuous waiting list. 



7 

Allocations to year groups 1-6 will only be made where such allocation does not take the year 
group above the published admissions number (or alternatively agreed for a specific year 
group by the Governing Body). Applications will be considered using the same criteria as used 
of Reception applicants where there are more applicants than spaces available. 

Harpenden Academy will hold, if required, a waiting list – throughout the year. For each added 
child, Harpenden Academy will re-rank the list again in line with the Over-subscriptions Policy 
in this document and award a space as soon as one becomes available. In the event that 
multiple applicants wish to start in future terms (e.g. applications made in September for a 
January start), offers will be made 2 weeks before the end of each preceding term (e.g. 
December). 

Priority will not be based on the date the application was received or the name was added to 
the list. 

Repeat Applications 
Unless there are significant and material changes in the circumstances of the parent’s 
application for their child or the academy, the Scholars Education Trust will not consider a 
repeat application in the same academic year.  

Appeals 
All unsuccessful applicants have the right to appeal to an independent panel for a place to be 
made available for their child. Hertfordshire parents wishing to appeal, who applied on line, 
should log on to their online application and click on the link ‘’register an appeal‘’. Out of county 
residents and paper applicants should call the Customer Service Centre on 0300 123 4043 to 
request their registration details and log into www.hertfordshire.gov.uk/schoolappeals and 
click on the link “log into the appeals system”. 

If your In Year application is unsuccessful, the county council will write to you with registration 
details to enable you to login and appeal online at www.hertfordshire.gov.uk/schoolappeals. 

Late Applications 
Any online or paper application received after the statutory deadline, 15th January 2019, will 
be treated as a late application. Late applications are not dealt with until all on-time 
applications have been considered. You are much less likely to be offered a place at one of 
your preferred schools if you apply late. If there are exceptional circumstances why you were 
unable to make your application by the closing date, you should contact your Local Authority 
giving your reasons and supplying support evidence where appropriate.  

Fair Access 
The school participates in the County Council’s Fair Access Protocol and will admit children 
under this protocol before children on continuing interest and above the Published Admissions 
Number. 

 Equalities impact assessment considered.

http://www.hertfordshire.gov.uk/schoolappeals
http://www.hertfordshire.gov.uk/schoolappeals


HARTSBOURNE PRIMARY SCHOOL 
Admission Arrangements for the school year 2019/20 

Hartsbourne Primary School’s Published Admission Number (PAN) is 30.

Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs that names their school. Schools must 
also admit children with an EHC (Education, Health and Care) Plan that names the school. 

If there are fewer applications than places available at a school all applicants will be admitted. If 
there are more applications than places available, the criteria outlined below will be used to prioritise 
applications. 

Oversubscription criteria 

Rule 1: Children looked after and children who were previously looked after, but ceased to be so 

because they were adopted (or became subject to a child arrangements order or a special 
guardianship order)*. 

Rule 2:  Medical or Social 
Children for whom it can be demonstrated that they have a particular medical or social 
need to go to the school*. 
A panel of H C C  officers will determine whether the evidence provided is sufficiently 
compelling to meet the requirements for this rule. The evidence must relate specifically to 
the school applied for under Rule 2 and must clearly demonstrate why it is the only school 
that can meet the child’s needs. 

Rule 3: Sibling 
Children who have a sibling on the roll of the school at the time of application*. This applies 
to reception through to Year 5. 

Rule 4:  Nearest School 
Children for whom it is their nearest school or academy. 
This includes all schools except those which allocate places on the basis of faith. 

Rule 5: Distance 
Children who live nearest to the school. 
Children not considered under rule 4 will be considered under rule 5. 

These rules are applied in the order they are printed above. If more children qualify under a particular 
rule than there are places available, a tie break will be used by applying the next rule to those 
children. 

Tie Break 

When there is a need for a tie break where two different addresses are 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 
logically this will be on the ground floor and therefore closer. If there are two identical addresses of 
separate applicants, the tie break will be random. Every child entered onto the HCC admissions 
database has an individual random number assigned, between 1 and 1 million, against each 
preference school. When there is a need for a final tie break the random number is used to allocate 
the place, with the lowest number given priority. 

*Please see the ‘Explanatory notes and definitions for a full explanation / definition.



Continuing Interest 
 
After places have been offered, the School will maintain a continuing interest (waiting) list for all 
unsuccessful applicants. A child’s position on a CI list will be determined by the admission criteria 
outlined above and a child’s place on the list can change as other children join or leave it. Continuing 
interest lists will be maintained for every year group until the summer term (date to be confirmed). 
To retain a CI application after this time, parents must make an In Year application. 

 
Fair Access 

 
The school is committed to taking its fair share of vulnerable children who are hard to place, in 
accordance with locally agreed protocols. Children admitted under the protocol will be prioritised 
above those on the CI list and can be admitted over PAN. 
 
Twins and Multiple Births 
 
If you have more than one child going through the transfer process at the same time, you must make a 
separate application for each of them. If one of your children is offered the last place available at the 
school and you have applied for the same school for the other child(ren), the Governing Body will offer 
a place to the other child(ren). 
 
In Year Applications 
 
Application forms can be accessed via www.hertfordshire.gov.uk/admissions  or from the Customer 
Service Centre, 0300 123 4043. Parents should return the application form direct to the County Council 
(address on the form). A new In Year application must be made at the end of the academic year to 
ensure your child remains on the Continuing Interest List 
 
Appeals 
 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details and log into www.hertfordshire.gov.uk/schoolappeals  and click on the link “log into the appeals 
system”. 
 
For In Year Admissions: 
We will write to you with the outcome of your application and if you have been unsuccessful, we will 
include registration details to enable you to login and appeal online 
at www.hertfordshire.gov.uk/schoolappeals.  

http://www.hertfordshire.gov.uk/admissions
http://www.hertfordshire.gov.uk/schoolappeals
http://www.hertfordshire.gov.uk/schoolappeals
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Explanatory Notes and Definitions for admissions in 2019/20 

 
The following definitions apply to terms used in the admissions criteria: 
 
Rule 1: Children looked after and  children who were previously looked after, but 
ceased to be so because they were adopted (or became subject to a child arrangements 
order¹ or a special guardianship order²) 
 
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 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 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) 

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. 
  
 
Rule 2: Children for whom it can be demonstrated that they have a particular medical 
or social need to go to the school 
 
Rule 2 applications will only be considered at the time of the initial application, unless there 
has been a significant and exceptional change of circumstances within the family since the 
initial application was submitted. 

All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has 
to go to one specific school. 

Few applications under Rule 2 are agreed. 

 



2 

All applications are considered individually but a successful application should include the 
following: 

a. Specific recent professional evidence that justifies why only one school can meet 
a child’s individual needs, and/or 

b. Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet he child’s needs. 

c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate. 

 
d. For medical cases – a clear explanation of why the child’s severity of illness or 

disability makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. 

Applications under Rule 2 can only be considered when supported by a recent letter from a 
professional involved with the child or family, for example a doctor, psychologist or police 
officer. The supporting evidence needs to demonstrate why only one named school can meet 
the social/medical needs of the child. 

Applications for children previously “looked after” but not meeting the specific criteria outlined 
in Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the Rule 2 protocol. 
  
 
Definition of sibling 

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 after¹  and  in 
every case living permanently² in a placement within the home as part of the family household 
from Monday to Friday at the time of this application. 

A sibling must be on the roll of the named school at the time the younger child starts or 
have been offered and accepted a place. 

If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 

¹ Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order. This definition was amended following a determination by 
the OSA in August 2014. 
² 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. 
  
 
Multiple births 

As the admission authority, the school will admit over the school’s published admission 
number when a single twin/multiple birth child is allocated the last place at a school. 
  
 
Home address 

The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. “Permanent” 
means that the child has lived at that address for at least a year and/or the family own the 
property or have a tenancy agreement for a minimum of 12 months. 

 

https://www.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf
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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. 

If two different applications are received for the same child from the same address, e.g. 
containing different preferences, the application from the parent in receipt of child benefit will be 
processed if the applications cannot be reconciled. 
  
 
Fraudulent applications 

The school will do as much as possible  to prevent  applications being made from fraudulent 
addresses, including referring cases to the Shared Anti-Fraud service for further investigation 
as necessary. 

Address evidence is frequently requested, monitored and checked and school places will 
be withdrawn when false information is deliberately provided. The school will take action in 
the following circumstances: 

• When a child’s application address does not match the address of that child at their 
current school; 

• When a child lives at a different address to the applicant; 

• When the applicant does not have parental responsibility; 

• When a family move shortly after the closing date of applications when one or more 
of the following applies: 

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

ο The family has returned to an existing property; 

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

ο Official/public records show an alternative address at the time of the 
application 

• When a child starts at the allocated school and their address is different from the 
address used at the time of application. 

 
Parents/carers will need to show that they have relinquished residency ties with their previous 
property and they, and their child(ren) are permanently residing at the address given on the 
application form. 
  
 
Home to school distance measurement for purposes of admissions 

This school uses HCC’s ‘straight line’ distance measurement as used in all home to school 
distance measurements for community and VC schools in Hertfordshire by HCC. 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. 
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Definition of “nearest school”  
 
The definition of “nearest school” includes all schools and academies (regardless of status) 
unless that school or academy prioritises applications and allocates places on the basis of 
faith. 
  
 
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. 

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 transfer processes, 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 the school 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. 

Applications will also be considered, and places offered in advance for these families, if the 
application is accompanied by an official letter that declares a relocation date but does not 
provide a quartering or unit address because the family will be residing in private 
accommodation. In these cases, if the family does not already have a permanent private 
address in Hertfordshire, the military base or alternative “work” address in Hertfordshire will 
be used for allocation purposes. If the family already has an established alternative private 
address, that address will be used for  admission purposes. 

The school will also consider accepting applications from children* 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 (1 February 2019 for the Under 11s 
process) cannot be taken into account before National Allocation Day. Decisions on these 
applications will be made by a panel of senior officers 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. 

*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. 
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Age of Admission and Deferral of  Places 

The school’s policy is that children born on and between 1  September 2014 and 31 August 
2015* would normally commence primary school in Reception in the academic year beginning 
in September 2019. 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 
individual school(s) to discuss their child’s requirements. 
 
*Summer born children (1st April – 31st August) – Entry to Reception 

Legally, a child does not have to start school until the start of the term following their fifth 
birthday. Children born between 1 April 2015 and 31 August 2015 are categorised as “summer 
born” and if parents/carers do not believe that their summer born child is ready to join 
Reception in 2019 they should contact the school for guidance before making an application. 
 
Summer born applications that are delayed for a year (for entry in September 2020) will be 
processed in exactly the same way as all  other  reception  applications  received at  that time; 
there is no guarantee that a place will be offered at a child’s preferred school. 
 
If parents wish to delay their application for  a  Reception  place  they  are  advised  to discuss 
their child’s needs/development with their current early years or nursery provider. If parents 
wish their child to remain in their existing nursery school or class for a further year (rather than 
moving into the Reception year group) they must let their current school know before the 
end of the Spring term in 2019 (before the Easter break). 
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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”. 

On behalf of  Hartsbourne Primary School, the county council through a panel process will decide 
whether the application will be accepted on behalf of the school on the basis of the information 
submitted. The panel make decisions based upon the circumstances of each case including the view 
of parents, the relevant headteacher(s), 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. 

The governing body of the school is responsible for our own admissions and are ultimately 
responsible for making this decision for applications made to our school. 
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Determined admission arrangements for 2019/20 for Hatfield Community Free Schools 
The school will continue to have a published admission number of 60. 
Section 324 of the Education Act 1996 requires the governing bodies of all schools to admit a 
child with a statement of special educational needs that names their school. All schools must 
also admit children with an Education Health and Care Plan (EHCP) that names the school.  
If there are fewer applications than places available, all applicants will be offered a place. If 
there are more applications than places available, the criteria outlined below will be used to 
allocate places.  

Rule 1  Children in care and children who were looked after, but ceased to be so 
because they were adopted (or became subject to a child arrangement order or 
a special guardianship order) 

Rule 2  Medical or Social: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school. 
A panel of officers will determine whether the evidence provided is sufficiently 
compelling to meet the requirements for this rule. The evidence must relate 
specifically to the school applied for under Rule 2 and must clearly demonstrate 
why it is the only school that can meet the child’s needs. 

Rule 3 Sibling: Children who have a sibling on the roll of the school at the time of 
application. This applies to reception through to Year 5  
In Year admissions: the sibling may be in the school’s final year as long as 
they will still be in attendance at the time of admission. 

Rule 4 Children of Staff: where (a) the member of staff has been employed at the 
school for two or more years at the time at which the application for admission 
to the school is made, and/or (b) the member of staff is recruited to fill a vacant 
post for which there is a demonstrable skill shortage. 

Rule 5  Nearest School: Children for whom it is their nearest school or academy. 
This includes all schools except those which allocate places on the basis of faith. 

Rule 6 Distance: Children who live nearest to the school. 

Children not considered under Rule 5 will be considered under Rule 6. 

Tie Break  When there is a need for a tie break where two different addresses are 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 logically this will be on the ground floor and 
therefore closer. If there are two identical addresses of separate applicants, the tie 
break will be random. Every child entered onto the HCC admissions database has 
an individual random number assigned, between 1 and 1 million, against each 
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preference school. When there is a need for a final tie break the random number is 
used to allocate the place, with the lowest number given priority. 
 

Hatfield Community Free School will use the same definitions and measuring system as 
Hertfordshire County Council’s as outlined in the “Definitions" section below.  
 
Continuing Interest (Reception places) 
 
After places have been offered, Hertfordshire County Council will maintain a continuing 
interest (waiting) list for all community and voluntary controlled schools. A child’s position on 
a CI list will be determined by the admission criteria outlined above and a child’s place on the 
list can change as other children join or leave it. The county council will contact 
parents/carers if a vacancy becomes available and it can be offered to a child. Continuing 
interest lists will be maintained for every year group until the summer term (date to be 
confirmed). To retain a CI application after this time, parents must make an In Year 
application. 
 
In Year Admissions 
 
The school will remain part of the county council’s coordinated In Year admissions scheme. 
Application forms can be accessed via: 
http://www.hertfordshire.gov.uk/services/edlearn/admissions/ or from the Customer Service 
Centre, 0300 123 4043. Parents should return the application form direct to the County 
Council (address on the form).  
 
Fair Access  
 
The school participates in the county council’s Fair Access protocol and will admit children 
under this protocol before children on continuing interest. 
 
Appeals  

Parents wishing to appeal who applied through Hertfordshire’s online system should log in to 
their online application and click on the link “register an appeal”. Out of county residents and 
paper applicants should call the Customer Service Centre on 0300 123 4043 to request their 
registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link 
“log into the appeals system”. 

In Year Admission Appeals 

The county council will write to you with the outcome of your application and, if you have 
been unsuccessful, will include registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals. 

 
 
 
 
 
 
 
 



Definitions and Explanatory notes  
 
The following definitions apply to terms used in the admissions criteria: 
 
Children in public care (children looked after): 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 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 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) 
 
All children adopted from care who are of compulsory school age are eligible for admission 
under rule 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 
 
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 
 
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. 
 
* 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. 
 
Rule 2: Children for whom it can be demonstrated that they have a particular medical 
or social need to go to the school: Rule 2 applications will only be considered at the time 
of the initial application, unless there has been a significant and exceptional change of 
circumstances within the family since the initial application was submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has 
to go to one specific school. 
 
Few applications under Rule 2 are agreed. All applications are considered individually but a 
successful application should include the following: 
 



a) Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or 
b) Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child’s needs 
c) If the requested school is not the nearest school to the child’s home address clear reasons 
why the nearest school is not appropriate 
d) for medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. Applications under Rule 2 
can only be considered when supported by a recent letter from a professional involved with 
the child or family, for example a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only one named school can meet the social/medical 
needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria outlined 
Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf   
 
Definition of sibling: 
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. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 
 
*Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order. This definition was amended following a determination by 
the OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single twin/multiple birth 
child is allocated the last place at a school.  
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. “Permanent” 
means that the child has lived at that address for at least a year and/or the family own the 
property or have a tenancy agreement for a minimum of 12 months. 
 
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 
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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. 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible to 
prevent applications being made from fraudulent addresses. Address evidence is 
frequently requested, monitored and checked and school places will be withdrawn when false 
information is deliberately provided.  
Action will be taken in the following circumstances: 

• When a child’s application address does not match the address of that child at their 
current school; 

• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 

 
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 
• When a child starts at the allocated school and their address is different from the 

address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance measurements 
for admission allocation purposes. 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. 
 
Rule 5: Definition of “nearest school”  
The definition of “nearest school” under Rule 5 includes any school or academy. 
This includes all schools except those which allocate places on the basis of faith.  
 
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 a panel of senior 
officers 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. 
 
Age of Admission and Deferral of Places 
The school’s policy is that children born on and between 1 September 2014 and 31 August 
2015 would normally commence primary school in Reception in the academic year beginning 
in September 2016. 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 
individual school(s) to discuss their child’s requirements. 
 
Reception intake and summer born children 



Schools are required to admit children to their Reception class in the September following the 
child’s fourth birthday; legally, however, a child does not have to start school full time until the 
start of the term following their fifth birthday. Guidance 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 in line 
with their parents’ wishes.  
 
The school has amended its policy regarding summer born children. If your child was born 
between 1 April and 31 August 2014, 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 2019.  
 
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 
 
Nursery Provision 
The admission arrangements detailed in this document do not apply for those being admitted 
into any nursery or pre-school provision. The current arrangements for nursery and pre-
school provision at Hatfield Community Free School is through Squirrels Nurseries who can 
be contacted at info@squirrelsnurseries.co.uk . Children who attend Squirrels nursery are not 
guaranteed a place in the school. 
 
Parents of children who are admitted to a nursery provision at a school must apply in the 
normal way for a place at the school if they want their child to transfer to the reception class. 
Attendance at the nursery or co-located children’s centre does not guarantee admission to 
the school. 
 
November 2017 

mailto:info@squirrelsnurseries.co.uk


The Hemel Hempstead School 

Admission arrangements for 2019-20 
 

The school will have a published admission number of 217. 
 

Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs that names their school. Schools must 
also admit children with an EHC (Education, Health and Care) Plan that names the school.  
 
If there are fewer applications than places available at a school all applicants will be admitted. If 
there are more applications than places available, the criteria outlined below will be used to 
prioritise applications.  
 
Oversubscription criteria  
 
Rule 1: Children looked after and children who were previously looked after, but ceased to be so 

because they were adopted (or became subject to a child arrangements order or a special 
guardianship order).  
 
Rule 2: Medical or Social  

Children for whom it can be demonstrated that they have a particular medical or social need to go 
to the school.  
 
Applications must be supported by professional evidence which explains why your child needs to 
attend The Hemel Hempstead School. The Local Authority will determine whether the professional 
evidence provided is sufficiently compelling to meet the requirements for this rule. The supporting 
information must relate specifically to the school, and must clearly demonstrate why it is the only 
school that can meet your child’s needs. 
 
Rule 3: Sibling  

Children who have a sibling at the school at the time of application, unless the sibling is in the last 
year of the normal age-range of the school.  
 
Note: the ‘normal age range’ in The Hemel Hempstead School means Years 7 to 13.  
 
Rule 4: Children who live in the priority area 6 for whom it is their nearest Hertfordshire maintained 

school or academy that is non-faith, co-educational and non-partially selective.  
 
Note: Non-partially selective means that the school does not offer any places based on academic 
ability.  
 
Rule 5: Children who live in the priority area who live nearest to the school.  

 
Rule 6: Children living outside the priority area on the basis of distance, with those living nearest to 

the school given priority.  
 
These rules are applied in the order they are printed above. If more children qualify under a 
particular rule than there are places available, a tiebreak will be used by applying the next rule to 
those children.  
 
Tie break  

When there is a need for a tie break where two different addresses are 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 logically this will be on the ground floor and therefore closer. If there are two identical addresses 
of separate applicants, the tie break will be random. Every child entered onto the Hertfordshire 
County Council admissions database has an individual random number assigned, between 1 and 1 



million, against each preference school. When there is a need for a final tie break the random 
number is used to allocate the place, with the lowest number given priority.  
 
The Hemel Hempstead School will use the same definitions and measuring system as 
Hertfordshire County Council’s as outlined in the ‘Definitions’ document available on the school 
website. 
  
Priority Area  

The priority area in the admission rules are based on the following towns, parishes/ unparished 
areas. These apply to Rules 4 and 5.  
6  Hemel Hempstead, Kings 

Langley, Berkhamstead, 
Tring, Garston, Watford, 
Chorleywood and 
Rickmansworth  

Abbots Langley, Aldbury, Berkhamsted, Bovingdon, Chipperfield, Chorleywood, Croxley 
Green, Flaunden, Great Gaddesden, Hemel Hempstead, Kings Langley, Little 
Gaddesden, Maple Cross, Nash Mills, Nettleden with Potten End, Northchurch, 
Rickmansworth, Sarratt, Tring, Tring Rural, Watford,Wigginton.  

 
Continuing Interest  

After places have been offered, Hertfordshire County Council will maintain the school’s continuing 
interest (waiting) list. A child’s position on a CI list will be determined by the admission criteria 
outlined above and a child’s place on the list can change as other children join or leave it. The 
county council will contact parents/carers if a vacancy becomes available and it can be offered to a 
child. Continuing interest lists will be maintained for every year group until the summer term (date 
to be specified and confirmed to parents at the time of allocation). To retain a CI application af ter 
this time, parents must make an In Year application.  
 
In Year Admissions  

The school will remain part of the Hertfordshire County Council’s coordinated In Year admissions 
scheme. In year applications should be made online at www.hertfordshire.gov.uk/admissions. A 
paper application form can be requested from the Customer Service Centre, 0300 123 4043. 
 
Fair Access  

The school participates in the county council’s Fair Access protocol and will admit children under 
this protocol before children on continuing interest. 
 
Sixth Form 
The school will admit up to 50 external students to its Sixth Form. Minimum entry requirements are:  

 The average GCSE points score required for a programme of 3 A-Levels will normally be 4.5; 

 For 4 A-Levels it is 7.0; 

 For a mixture of A-Levels and BTEC students must satisfy the requirements of the individual 
courses. 

 
If the school is oversubscribed places in the sixth form will be allocated using the Admission Rules 
1 to 6 as previously defined on Page 1 of this document. 
 
Appeals 

Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the 
appeals system”. 
 
For In Year Admissions 
We will write to you with the outcome of your application and if you have been unsuccessful, we 
will include registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 
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The following definitions apply to terms used in the admissions criteria:  
 
Rule 1: Children looked after and children who were previously looked after, but ceased to 
be so because they were adopted (or became subject to a child arrangements order¹ or a 
special guardianship order²)  

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) 
 
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.  
 
Rule 2: Children for whom it can be demonstrated that they have a particular medical or 
social need to go to the school  

Rule 2 applications will only be considered at the time of the initial application, unless there has 
been a significant and exceptional change of circumstances within the family since the initial 
application was submitted.  
All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has to go 
to one specific school.  
Few applications under Rule 2 are agreed.  
All applications are considered individually but a successful application should include the 
following:  

a. Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or  

b. Professional evidence that outlines exceptional family circumstances making clear whyonly 
one school can meet he child’s needs. 

c. If the requested school is not the nearest school to the child’s home address clear reasons 
why the nearest school is not appropriate. 

d. For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential. 

 
Evidence should make clear why only one school is appropriate.  
Applications under Rule 2 can only be considered when supported by a recent letter from a 
professional involved with the child or family, for example a doctor, psychologist or police officer. 



The supporting evidence needs to demonstrate why only one named school can meet the 
social/medical needs of the child.  
Applications for children previously “looked after” but not meeting the specific criteria outlined in 
Rule 1, may be made under this rule.  
Further details on the Rule 2 process can be found in the “Rule 2 protocol” at 
https://www.hertfordshire.gov.uk/media-library/documents/schools-and-
education/admissions/admissions-rule-2-process-document.pdf  
 
Definition of sibling  

For applications to schools using Hertfordshire County Council's admission criteria, 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 after¹ and in every case living 
permanently² in a placement within the home as part of the family household from Monday to 
Friday at the time of this application.  
A sibling must be on the roll of the named school at the time the younger child starts or have been 
offered and accepted a place.  
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family.  
¹ Children previously looked after are those children adopted or with a special guardianship order 
or child arrangements order. This definition was amended following a determination by the OSA in 
August 2014.  
² 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.  
 
Multiple births  

Hertfordshire County Council (HCC), as the admission authority will admit over the school’s 
published admission number when a single twin/multiple birth child is allocated the last place at a 
school. Where we are not the admitting authority we would request the school take in the 
subsequent child(ren) in line with the school’s own admission arrangements.  
 
Home address  

The address provided must be the child’s current permanent address at the time of application. ‘At 
the time of application’ means the closing date for applications. “Permanent” means that the child 
has lived at that address for at least a year and/or the family own the property or have a tenancy 
agreement for a minimum of 12months.  
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.  
If two different applications are received for the same child from the same address, e.g. containing 
different preferences, the application from the parent in receipt of child benefit will be processed if 
the applications cannot be reconciled.  
 
Fraudulent applications  

Hertfordshire County Council will do as much as possible to prevent applications being made from 
fraudulent addresses.  
Address evidence is frequently requested, monitored and checked and school places will be 
withdrawn when false information is deliberately provided. Hertfordshire County Council will take 
action in the following circumstances:  

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

 When a child lives at a different address to the applicant;  

 When the applicant does not have parental responsibility;  
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 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.  

 When a child starts at the allocated school and their address is different from the address 
used at the time of application.  

 
Home to school distance measurement for purposes of admissions  
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.  
 
Definition of “nearest school” for secondary/upper admissions  

For coeducational community schools, the “nearest school” definition for rule 4 is “the nearest 
Hertfordshire maintained school or academy that is non-faith, co-educational, and non-partially 
selective. 
Note – non-partially selective means that the school does not offer any places based on academic 
ability.  
Coeducational schools/academies which select partially on ability are:  

 Dame Alice Owen’s School  

 Parmiter’s School  

 Queens’ School  

 Rickmansworth School  

 St Clement Danes School  
 
For all coeducational community schools this definition applies to rule 4.  
 
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.  
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 and Secondary transfer processes, 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  
Applications will also be considered, and places offered in advance for these families, if the 
application is accompanied by an official letter that declares a relocation date but does not provide 
a quartering or unit address because the family will be residing in private accommodation. In these 
cases, if the family does not already have a permanent private address in Hertfordshire, the 
military base or alternative “work” address in Hertfordshire will be used for allocation purposes. If 



the family already has an established alternative private address, that address will be used for 
admission purposes.  
HCC will also consider accepting applications from children* 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 (4 December 2018 for secondary transfer 
and 2 February 2019 for the Under 11s process) cannot be taken into account before National 
Allocation Day. Decisions on these applications will be made by a panel of senior officers 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.  
*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.  
 
Age of Admission and Deferral of Places  

Hertfordshire County Council’s policy is that children born on and between 1 September 2013 and 
31 August 2014* would normally commence primary school in Reception in the academic year 
beginning in September 2019. 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 individual 
school(s) to discuss their child’s requirements.  
 
*Summer born children (1st April – 31st August) – Entry to Reception  
Legally, a child does not have to start school until the start of the term following their fifth birthday. 
Children born between 1 April 2014 and 31 August 2015 are categorised as “summer born” and if 
parents/carers do not believe that their summer born child is ready to join Reception in 2018 they 
should contact the home LA, and any own admission authority schools, for guidance before 
making an application. Further clarity will be provided upon the publication of a new School 
Admissions Code or, at the latest, prior to the start of the 2018 primary application round.  
Summer born applications that are delayed for a year (for entry in September 2019) will be 
processed in exactly the same way as all other reception applications received at that time; there is 
no guarantee that a place will be offered at a child’s preferred school.  
If parents wish to delay their application for a Reception place they are advised to discuss their 
child’s needs /development with their current early years or nursery provider. If parents wish their 
child to remain in their existing nursery school or class for a further year (rather than moving into 
the Reception year group) they must let their current school know before the end of the Spring 
term in 2019 (before the Easter break).  
 
Children Out of Year Group (except applications for reception from summer born)  



Hertfordshire County Council’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”.   
For community and voluntary controlled schools, the county council as the relevant admission 
authority, through a panel process, will decide whether the application will be accepted on the 
basis of the information submitted. The panel make decisions based upon the circumstances of 
each case including the view of parents, the relevant headteacher(s), 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 individual schools.  
The governing body of schools responsible for their own admissions (academies, voluntary aided 
and foundation schools) are ultimately responsible for making this decision for applications made 
to their school.  
 
Nursery Provision  

Some schools have a nursery unit or deliver pre-school nursery education.  
The admission arrangements detailed in this document do not apply for those being admitted into 
any nursery or pre-school provision. The responsibility for admission into nursery provision lies with 
the governing body of the school which offers such provision.  
Parents of children who are admitted to a nursery provision at a school must apply in the normal 
way for a place at the school if they want their child to transfer to the reception class. Attendance at 
the nursery or co-located children’s centre does not guarantee admission to the school. 
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The Hertfordshire & Essex High School and Science College 
 

Admissions Arrangements for entry to Year 7 in September 2019 
 
 
 

The Hertfordshire & Essex High School is an all ability single sex school for girls aged 11-16, with a co-
educational sixth form admitting girls and boys at 16.  The number to be admitted to Year 7 in September 
2019 is 180.  
 

The Governors welcome applications from girls wishing to take advantage of the wide range of curricular 
and extra-curricular opportunities, particularly in the areas of Science and Leadership (our specialisms), at 
this High Performing Specialist School.  A high moral code, strong discipline and high expectations are 
the core of the school’s ethos, and it is expected that parents/carers wishing to send their daughters to 
this school will wish to support this fully.  Students will be expected to accept and adopt high standards of 
behaviour, and adherence to uniform and homework regulations; parents/carers are expected to support 
the school in ensuring their child’s compliance. 
 

A Secondary Transfer Form must be submitted by Hertfordshire residents to the Local Authority by the 
closing date, 31 October 2018.  Residents outside Hertfordshire should comply with their own local 
authority’s arrangements in respect of completing this form. 
 

Parents/carers should also complete the school’s Supplementary Information Form (SIF) (available from 
the Headteacher at the school: 01279 654127, on our website: 
http://www.hertsandessex.herts.sch.uk/entry-to-year-7/10847.html, or via e-mail: 
admin@hertsandessex.herts.sch.uk) by the closing date, 31 October 2018 but by Friday 5 October 
2018 if you wish your daughter to take the music and/or sporting aptitude tests on Saturday 13 
October 2018.  If a SIF is not completed, the Governing Body will apply its admission arrangements using 
the information submitted on the secondary school application form submitted to the relevant local 
authority only, which may result in your application being given a lower priority. 
 

The Hertfordshire & Essex High School and its Governing Body are committed to ensuring 
consistency of treatment and fairness and will abide by all relevant equality legislation. 

 

Girls who have a statement of special educational needs, or an Education, Health and Care (EHC) Plan 
naming the school will be admitted. 
 

Oversubscription: When applications for admission exceed the number of places available the following 
criteria will be applied, in the order set out below, to decide which students to admit.   
 

90% of allocations will be made using criteria 1 to 6.  10% of allocations will be reserved for applicants 
taking the aptitude tests under criterion 7. 
 

  1 Children Looked After and those Previously Looked After.  A Child Looked After is a) in the care of 
a local authority, or b) being provided with accommodation by a local authority in the exercise of its 
social services functions (see the definition in Section 22(1) of the Children Act 1989) at the time of 
making an application to school.  Previously Looked After Children are children who were looked 
after, but ceased to be so because they were adopted (or became subject to a child arrangements 
order or special guardianship order).  Previously Looked After Children will include children in the 
process of being placed for adoption, providing a Placement Order exists. 

 

  2 Girls with a sibling* at the school at the time of application, unless the sibling is in the last year of 
the normal age-range of the school (ie Year 13).   

 

 * A sibling is defined as a brother or sister, a half brother or sister, an adopted brother or sister, a 
foster brother or sister or child looked after– or previously looked after – or the child of a 
parent/carer or partner living at the same address, and in every case living there from Monday to 
Friday in term-time.  NB At secondary transfer the twin, or multiple birth sibling, of any child 
allocated a place would be admitted. 

 

  3 Daughters** of a parent who works for Herts & Essex as a teacher, administrator or member of the 
support staff and who will have been directly employed by the School on contract for a continuous 
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period of two or more years at the date of application; or of a parent who has been recruited to fill 
a vacant post for which there is a demonstrable shortage.  

 

 ** A daughter is defined as a child, by birth or adoption, of a member of staff; or a child, by birth or 
adoption, of a wife/husband/partner of a member of staff, living at the member of staff’s home from 
Monday to Friday during term-time; or a child for whom child benefit is paid to a member of staff.   

 

  4 Girls on roll in Year 6 at Manor Fields School at the date of application (31 October 2018) and 
continuing at the school throughout Year 6. 

 

.  5 87% of places remaining after allocations under criteria 1 - 4 (of the 90% available under criteria 1 
– 6) will be allocated to the following groups of schools: 
a) All Saints, Summercroft and Thorn Grove 
b) St Joseph’s, St Michael’s, Thorley Hill and Windhill21 
c) Northgate and Richard Whittington  
d) Hillmead 
e) Little Hallingbury and Spellbrook 
f) Albury, Furneux Pelham, Little Hadham and St Andrew’s (Much Hadham)* 

 

In the case of over-subscription under either 5 a), 5 b), 5 c), 5 d), 5 e) or 5 f), the number of places 
assigned to each group will be in proportion to the number of applicants remaining in each group 
during the co-ordinated admissions process prior to allocation day. 
 

In the case of undersubscription in any of the above groups, at any point in the admissions 
process, any places falling vacant will be given to the students in any of the other groups 5 a – f 
who live nearest* to The Hertfordshire & Essex High School. 

 

From the national allocation day, 1 March 2019, all applicants in groups 5 a – f will be considered 
as a group should places need to be allocated under this criterion, with priority being given to 
those who live closest to the school. 

 

  6 13% of further places (criteria 1 – 6) will be allocated to any other applicants. 
 

In the case of over-subscription under criterion 6 priority will be given to the girls who live nearest* 
to The Hertfordshire & Essex High School. 

 

* When measuring distances under criteria 5 and 6, the home to school distance will be measured 
using a ‘straight line’ distance 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. 

 

 In the event of a tie-break (not including multiple-birth siblings at the same address, who would be 
admitted) a random allocation, independently verified, would be made. 

 

  7 For applicants who have not been allocated a place under criteria 1 – 6, up to 5% of the places (9) 
will be allocated to girls with a proven aptitude in music and up to 5% (9) to girls with a proven 
aptitude in sport.  This is in line with the school's long tradition of excellence in these areas.  
Aptitude in these areas will be assessed by tests to be taken by applicants on Saturday 13 
October 2018.  The tests have been devised to be taken by children whether or not they have had 
experience of, or formal training in, either music or sport.  More detailed information about the 
tests is available from the school on request.  If fewer than 5% of students qualify to be admitted 
under either proven aptitude in music or in sport, then the percentage admitted under the other 
category could be increased above 5% correspondingly.  For example, if 2% were to qualify in one 
of these categories, then up to 8% could be admitted from the other.   

 

 The school will seek to maintain this 10% balance in each year group; if a child originally admitted 
under criterion 6 subsequently leaves, the school retains the right to admit a child under the casual 
admissions process using this criterion. 

 

 In the event of a tie-break under criterion 7, the place will be allocated to the student who lives 
closest to Herts & Essex, using the measuring system described above. 
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The Hertfordshire & Essex High School and Science College 

 

Supplementary Information Form (SIF) for applicants to Year 7 in September 2019 
 

Please provide the information requested below: 
 

 Daughter’s surname (block capitals please) ................................................................................................ 
 

 Daughter's forenames (block capitals please) ................................................................................................ 
 

 Daughter's permanent address(es) ............................................................................................................. 
 

..............................................................................................................…… Post Code ..................................... 
 

 Home telephone number .......................................................................    
 

 Daughter's date of birth ......................................................................... 
 

 Current school ................................................................................................................................................ 
 

 Parent/carer (block capitals please): 
 

Title: …….….. First Name: ................................................... Surname: ............................................................ 
 

Relationship to child: ………………………………………………………..……. 
 

 Daytime contact number: ........................................................................... 
 

 e-mail address: ..........................................................@................................................................................ 
 

Does your daughter have a statement of special educational needs       Yes          No 
or Education, Health and Care (EHC) Plan which names the school?    
 

Application of the admission arrangements: 
 

1 Is/was your daughter in public care?          Yes          No 
 

2 Name of sister/brother attending the school at the time of application in Years 7 - 12:   
 

 .......................................................................................................... Form in 2018/2019 ................. 
 

3 Name of parent employed directly by Herts & Essex for two years or more at the time  
 

of application:  ................................................................................................................................................. 
 

4 Is your daughter currently on roll in Year 6 at Manor Fields School?     Yes          No  
 

5 and 6 All applicants not allocated a place under criteria 1, 2, 3 or 4 are automatically considered under 
either criterion 5 or 6, as appropriate.  

 

7 If you wish your daughter to take the aptitude test(s) for music and/or sport,  
please tick in the appropriate box(es):                                                             Music         Sport 
 
Signed: ………………………………………………Parent/Carer  Dated: ………………………...  
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Notes on completion of the Supplementary Information Form: 

 The school is part of Hertfordshire County Council’s co-ordinated admissions scheme. 
 

 Please complete the Supplementary Information Form (SIF) and return it to the Admissions Officer 
at the school, no later than 31 October 2018, but by Friday 5 October 2018 if you wish your 
daughter to take the music and/or sporting aptitude tests on Saturday 13 October 2018.  If 
you wish us to acknowledge receipt of your supplementary information form by post, please 
enclose a stamped addressed envelope.   

 

 Please make sure you have read the document entitled ‘Admission Arrangements for Entry 
September 2019’, which provide the over-subscription selection criteria.  The questions on the front 
page of the SIF relate to that document.  You may apply under as many criteria as are applicable.  
Please use this form and avoid a general covering parental letter. 

 

 You must also fill in a secondary school application form for the county in which you are 
resident.  In most cases this can be done on-line.  The county in which you are resident is the 
county to which you pay your council tax.  No application can be considered without this form 
for the county in which you are resident also having been completed.   

 

 If you are a Hertfordshire resident and have not yet made an application, you can apply on-line at 
www.hertfordshire.gov.uk/admissions.  If you are not able to apply on-line, you can contact the 
Customer Services Centre on 0300 123 4043; they will be able to help you. 

 

 If you are an Essex resident and have not yet made an application, you can ring 0845 603 7627 
and ask for the Secondary Education in Essex booklet which will include the relevant form. 

 

 If you are a resident in any other area you must still apply via your home county, but you might find 
it helpful to ring Ceri Pettit, the Admissions Officer at the school, for further advice. 

 

 If your family is in the process of moving house, your new address will not be considered until a 
move into the area has actually taken place, or proof of future residence is provided (eg a solicitor’s 
letter confirming exchange of contracts on a purchase) to your Local Authority.   
 

 If you wish your daughter to be educated outside her chronological age group you should write a 
letter, addressed to the Chair of Admissions Committee, at the time of application, giving reasons 
for your request. 

 

 If your daughter has a statement of special educational needs or an education, health and care 
plan naming The Hertfordshire & Essex High School, please ensure that contact has been made 
with the school through the process of statement or education, health and care plan review. 

 
Notes relating to particular criteria: 
 
1 If you are applying under criterion 1, the Local Authority in which you live will confirm your 

eligibility under this criterion.   
 
2 & 3 We shall confirm eligibility under these criteria using current student and employment 
      records. 

 
4 We shall confirm applications against Manor Fields’ admissions register. 
 
5 & 6 The Local Authority in which you live may check your permanent address ie the child has lived 
at the address for at least a year and/or the family owns the property or have a tenancy agreement for 
a minimum of 12 months on the family’s only home. 

http://www.hertfordshire.gov.uk/admissions
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7 The Musical Aptitude Test will be taken at 9.00 am on Saturday 13 October.  The Sports Aptitude 

Test will be taken at 10.15 am on Saturday 13 October at the school.  Parents/carers will be 
advised of the venue for the musical aptitude test, and of further information relating to both tests 
by e-mail by the end of Thursday 11 October.  If you do not receive this information, you must 
contact the school by midday on Friday 12 October so that the school can get the information to 
you in time.  Parents/carers will be advised of the results of these tests, at the latest, by 23 
October.  It is expected that girls applying for a place under criterion 7 would wish to participate 
fully in the musical and/or sporting life of the school.  See separate sheets on our website for 
further information about the tests. 
 

Failure to gain a place at The Hertfordshire & Essex High School 
 180 places will be offered by applying the school’s admission arrangements.  If you fail to gain a 

place at the school for your daughter, your Local Authority will offer you a place at another school.  

 Any places falling vacant up until 31 August 2019 will be allocated via the Local Authority co-
ordinated system.  Thereafter, the school will manage its own in-year admission arrangements, in 
line with legislation.  Information about in-year admissions can be found on our website: 
http://www.hertsandessex.herts.sch.uk/inyear-admissions/11496.html or by calling the school.   

 Should your application be unsuccessful, new information can be considered from the date of the 
second continuing interest run, likely to be in April 2019.  Such information will inform any 
subsequent allocations made.  In the event of an applicant who has been offered a place at the 
school turning the place down, the place will be offered to the next eligible applicant on the 
continuing interest list, according to the admission arrangements, up until 31 August 2019.  
Applicants who ranked Herts & Essex more highly than the school allocated will automatically 
appear on that list; anyone else wishing to join the list will need to contact their Local Authority.   

 Children who are the subject of a direction by a local authority to admit or who are allocated to a 
school in accordance with the locally agreed Fair Access Protocol will take precedence over others 
on the Continuing Interest List.  

 You only have the right to appeal if you have been refused a place upon application.  Hertfordshire 
parents wishing to appeal, who applied online, should log into their online application and click on 
the link “register an appeal”.  It the application was not made using the Hertfordshire online system, 
parents should contact the Customer Service Centre on 0300 123 4043 to request an appeal pack.  
 

Please also note the following:  
 If English is not your first language and you have difficulty completing this form, please contact the 

school for guidance. 

 Please notify the school of any change of e-mail address to ensure that any correspondence from 
the school is received promptly. 

 Where an offer of a place is made and parents do not notify the Local Authority of their intentions in 
respect of that place, the offer will be withdrawn within a timescale set out in a warning letter sent 
to the relevant parents. 

 If returning forms via royal mail please ensure that the correct postage (eg a large stamp for an 
A4 envelope) is used as we are unable to collect or pay for items which have been underpaid. 

 Please note: offers may be withdrawn if it is discovered that false information has been provided. 

 If you would like to view our policies on a range of topics relating to the education your daughter 
would receive at Herts & Essex, please visit our website www.hertsandessex.herts.sch.uk, where 
they can be found at: http://www.hertsandessex.herts.sch.uk/school-policies/10871.html 
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Arrangements for In-Year Admissions to the school from 
September 2019 to July 2020 

 
The Hertfordshire & Essex High School is an all ability single sex school for girls aged 11-16, with 
a co-educational sixth form admitting girls and boys at 16.  The published admission number for 
each of Years 7, 8, 9 and 10 is 180.  The published admission number for Year 11 is 160. 
 

The Governors welcome applications from girls wishing to take advantage of the wide range of 
curricular and extra-curricular opportunities, particularly in the areas of Science and Leadership 
(our specialisms), at this High Performing Specialist School.  A high moral code, strong discipline 
and high expectations, are the core of the school’s ethos, and it is expected that parents wishing 
to send their daughters to this school will wish to support this fully.  Students will be expected to 
accept and adopt high standards of behaviour, and adherence to uniform and homework 
regulations; parents/carers are expected to support the school in ensuring their child’s compliance. 
 

Continuing interest lists for each year group will be retained by the school to which the following 
oversubscription criteria will apply when a vacancy arises. 
 

Oversubscription: Where the school is full, or when applications for admission exceed the 
number of places available the following criteria will be applied, in the order set out below, to 
decide which students to admit.  In the case of oversubscription under criteria 1, 2, 3 or 4, or 
where applicants under the sports or musical aptitude tests (see note below) have obtained the 
same scores, criterion 5 will be used as a tie-breaker.  In the event of a tie-break under criterion 5 
(not including multiple-birth siblings at the same address, who would be admitted) a random 
allocation will be made. 
 

Applicants will need to complete the school’s In-Year Application Form (available on our website 
http://www.hertsandessex.herts.sch.uk/inyear-admissions/11496.html or by ringing 01279 
654127).   
 

Girls who have a statement of special educational needs or an Education, Health and Care (EHC) 
Plan naming the school will be admitted. 
 

  1 Children Looked After and those Previously Looked After.  A Child Looked After is a) in the 
care of a local authority, or b) being provided with accommodation by a local authority in the 
exercise of its social services functions (see the definition in Section 22(1) of the Children 
Act 1989) at the time of making an application to school.  Previously Looked After Children 
are children who were looked after, but ceased to be so because they were adopted (or 
became subject to a child arrangements order or special guardianship order).  Previously 
Looked After Children will include children in the process of being placed for adoption, 
providing a Placement Order exists. 

 
  2 Girls with a sibling* on roll (ie with an attendance record of at least one day) at the school, 

unless the sibling is in the last year of the normal age-range of the school (ie Year 13).   
 

 * A sibling is defined as a brother or sister, a half brother or sister, an adopted brother or 
sister, a foster brother or sister or looked after child – or previously looked after – or the 
child of a parent/carer or partner living at the same address, and in every case living there 
from Monday to Friday in term-time.   



 
 
  3 Daughters** of a parent who works at Herts & Essex as a teacher, administrator or member 

of the support staff and who will have been directly employed by the school on contract for 
a continuous period of two or more years at the date of application; or of a parent who has 
been recruited to fill a vacant post for which there is a demonstrable shortage.  

 

 ** A daughter is defined as a child, by birth or adoption, of a member of staff; or a child, by 
birth or adoption, of a wife/husband/partner of a member of staff living at the member of 
staff’s home from Monday to Friday during term-time; or a child for whom child benefit is 
paid to a member of staff.   

 

  4 In the event of a place originally allocated under either the sports or the musical aptitude 
test falling vacant, the school retains the right to admit a child under the in-year admissions 
process using this criterion, as follows: 

 

Up to 5% of places (8 or 9) will be allocated to girls with a proven aptitude in music and up 
to 5% (8 or 9) to girls with a proven aptitude in sport.  This is in line with the school's long 
tradition of excellence in these areas.  Aptitude in these areas will be assessed by tests.  
The tests have been devised to be taken by children whether or not they have had 
experience of, or formal training in, either music or sport.  More detailed information about 
the tests is available from the school on request.  If fewer than 5% of students qualify to be 
admitted under either proven aptitude in music or in sport, then the percentage admitted 
under the other category could be increased above 5% correspondingly.  For example, if 
2% were to qualify in one of these categories, then up to 8% could be admitted from the 
other.   

 

  5 Priority for any further places will be given to the girls who live nearest* to The Hertfordshire 
& Essex High School.   

 

 * When measuring distances, the home to school distance will be measured using a 
‘straight line’ distance 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. 

 

 In the event of a tie-break (not including multiple-birth siblings at the same address, who 
would be admitted) a random allocation, independently verified, would be made. 

 

Notes:  
 

The school will always consider applications made under Hertfordshire’s Fair Access Protocol, 
under which girls who qualify can be admitted above the published admission number, and above 
girls on the continuing interest lists. 
 

The school will advise Hertfordshire Local Authority of applications made to the school and the 
outcomes of those applications. 
 

The school will publish details of admissions and of the appeals procedures each year on its 
website.  It will establish independent arrangements for appeals, currently administered by 
Hertfordshire Local Authority, against non-admission.  Applicants cannot normally apply for a 
place more than once in an academic year except where exceptional circumstances exist.  If you 
wish to consider lodging an appeal, contact the school in the first instance. 
 

If you would like to view our policies on a range of topics relating to the education your daughter 
would receive at Herts & Essex, please visit our website www.hertsandessex.herts.sch.uk, where 
they can be found at: http://www.hertsandessex.herts.sch.uk/school-policies/10871.html 
 

AM/MAC/ADM/IN-YEAR ADMISSION CRITERIA FROM SEPT 19 - 20 
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APPLICATION FORM FOR IN-YEAR ADMISSION 
2019/2020 

 

The Hertfordshire & Essex High School and Science College 
 

Please complete this form and return to the Admissions Officer at the school. 

 
If your daughter/ward has a statement of special educational needs or an Education, Health and Care 
(EHC) Plan, naming the school; or is a child looked after, or was a child looked after but ceased to be 
so because she was adopted (or became subject to a child arrangements order or special 
guardianship order), please attach any relevant documentation. 
 

 Daughter's surname (block capitals please) .............................................................................................. 
 

 Daughter's forenames (block capitals please) ......................................................................................... 
 

 Daughter's permanent address(es)* ................................................................................................... 

 
...........................................................................................................…… Post Code ............................ 

 
 Daughter's date of birth .................................................................... 

 
 Current school ................................................................................................................................. 

 
 Current year group …................................................ 

 
 Full name of parent/carer ……........................................................................................................... 

 
 Has this parent/carer worked at the school on contract for more than 2 years?  ……....... 

 
 Daytime contact number .................................................................... 
 
 Home telephone number .................................................................... 

 
 Name of brother or sister currently at the school (if applicable) ……………………………………………… 

 
* A permanent address is one where either: 
 
 

a) a child resides currently with a parent or guardian in the family’s sole home, 
b) a child resides currently with a parent for part of the school week in his/her sole home, 
c) contracts have been exchanged on a property to be the family’s sole home, 
d) a lease has been taken out on a property to be the family’s sole home or 
e) the parent with whom a child normally resides is on the electoral role. 
In the case of c or d, please supply a copy of the contract or lease, or a solicitor’s letter of confirmation. 

 
Should a place become available under the musical or sporting aptitude criterion, would you like your daughter 
to take the relevant test to be considered for admission: 
 
Music   Sport    (Please tick which test(s) you would wish your daughter 
 
to sit in these circumstances.) 

 
To the best of my knowledge, the information given by me in connection with this application is correct. 
 
Signed ..................................................................... (Parent/Carer)  Date ......................... 

 
SWC/AM/MAC/ADM/In-Year Admission Form/Feb 2018 



Excellence for All 

The Hertfordshire & Essex High School and Science College 
 

 

Admissions Arrangements for entry to Year 12 

in September 2019 
 
 

The Hertfordshire & Essex High School offers a range of academic post-16 courses.  All 

applicants wishing to secure a place in the Sixth Form will need to achieve a minimum 

Attainment 8 score of 56 and a grade 5 in both English and Maths. 

 

Where applications from such students exceed the number of places available, the following 

criteria will be applied, in the order set out below, to decide which students to admit. 

 

1   Children Looked After and those Previously Looked After.  A Child Looked After is a) in 
the care of a local authority, or b) being provided with accommodation by a local authority 
in the exercise of its social services functions (see the definition in Section 22(1) of the 
Children Act 1989) at the time of making an application to school.  Previously Looked 
After Children are children who were looked after, but ceased to be so because they 
were adopted (or became subject to a child arrangements order or special guardianship 
order).  Previously Looked After Children will include children in the process of being 
placed for adoption, providing a Placement Order exists. 

 

2 All further applicants wishing to secure a place in the Sixth Form will need to achieve a 

minimum Attainment 8 score of 56 and a grade 5 in both English and Maths.  The total 

number for the Sixth Form is 420 ie in Years 12 and 13 combined.  The admission 

number for any given Year 12 is therefore 420 less the number currently in Year 13.  A 

minimum of 70 places in Year 12 will be offered conditionally to external applicants.   

 

3 Where there is over-subscription in 2, priority will be given to the students who live 

nearest* to The Hertfordshire & Essex High School.  (Herts & Essex regularly takes Sixth 

Form students from as far afield as Harlow, Ware, Saffron Walden and Dunmow.) 

 

The school will publish details of its admissions arrangements and of the appeals procedures 

each year.  It will establish independent arrangements for appeals, currently administered by 

Hertfordshire Local Authority, against non-admission.  Applicants cannot normally apply for a 

place more than once in an academic year except where exceptional circumstances exist. 

 

* The home to school distance will be measured using a ‘straight line’ distance 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 Hertfordshire & Essex High School and its Governing Body are committed to ensuring 
consistency of treatment and fairness and will abide by all relevant equality legislation. 



R/PRI/JBR/sixthform/appform2016 

The Hertfordshire & Essex High School 
 

Sixth Form Application Form  –  SEPTEMBER 2019 
PLEASE DO NOT USE THIS FORM 

ELECTRONIC APPLICATION FORM AVAILABLE FROM xx NOVEMBER 2018 
 

Student’s FORENAME(S) 
 

 

Student’s SURNAME Male/Female 
 

M   F 

 

Parent’s surname (if different from above) 
 

 

If currently at H&E 
 

Form:   11….…... 
  

Address 
…………………………………………………………………………………………………………….. 
 

 

Date of birth 
 

………/………../……....…. 
…………………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………………….. 
 
E-mail address (main) …………………………………………………………………………………... 
Please print clearly 
 

Student’s e-mail address (if used) ………..…………………………………………………………... 
 

 

Daytime/mobile telephone nos. 

 
…….……………………………... 
Home    

 
…….……………………………... 
Parent    

 
…..……………………………….. 

Student   

Student’s mobile number may be helpful for summer 2018 

 

Subjects currently being studied with predicted grades (grades your teachers expect you to achieve). 
 

Subject (if not GCSE, please advise) 
Foundt’n/

Higher 

Predicted 

grade 
Subject (if not GCSE, please advise) 

Foundt’n/
Higher 

Predicted 

grade 

      

      

      

      

      

      
 
Other results (not modules) already achieved eg. Core Science GCSE, early entry GCSEs, AS Levels. 
 

Subject (please state if GCSE, AS etc) 

Please provide evidence with 2018’s exam results on results day. 
Foundt’n/

Higher 

Date: 
month/year 

Grade 
result 

Resitting?  Y/N 
If Yes, include above 

     

     

     

     

     
 
 

 
 

 

 
 

 

EXTERNAL APPLICANTS ONLY 

 
Name and postcode of current school: 

 
………………………………………………………………………………………………. 
 

 
Name of Headteacher: 

 
……………………………………… 

 
If you have a sibling at Herts & Essex, please give her/his name and Form 
 
………................……………………………..…………….. 
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COURSE CHOICES (tbc) - 2019 
 

Please indicate from the list below the three subjects you wish to study, in order of preference (1 being 
your first choice).  If you are predicted to achieve 7 GCSEs at grades 9 - 7, you may choose a fourth 
subject to study.  Please see the Subject Guide for each subject’s specific entry criteria. 
 

Applicants should consider the entry criteria for each subject as well as potential career choices which 
may influence the combination of subjects selected.  Students should research university courses and 
specific entry requirements themselves initially.  However, we are always pleased to offer further advice. 
 

Subject 1,2,3,4 Subject 1,2,3,4 

Art & Design  Health & Social Care (Applied)  

Biology  History  

Business  Latin  

Chemistry  Mathematics  

Classical Civilisation  Mathematics (Further)  

Computer Science  Media Studies  

Design & Technology: Product Design – 3D  Music  

Drama and Theatre Studies  Photography  

Economics  Physical Education  

English Language  Physics  

English Literature  Psychology  

Film Studies  Religious Studies: Philosophy & Ethics  

French  Sociology  

Geography  Spanish  

German  Textiles  

Government & Politics    

Global Perspectives & Research (GPR) - as a 4
th
 subject choice only, with 7 GCSEs at grades 9 

- 7. 
 

Mathematics (Core) - a Level 3 qualification for those not taking A Level Maths. 
Available to everyone with 5 GCSEs at grades 9 - 6, but as a 4

th
 subject choice only. 

 

 

Whilst the school endeavours to facilitate maximum student choice through our personalised 
programme, please indicate below a reserve subject that you would be willing to take should it be 
necessary. 
 

Reserve subject   ……………………………………………………………………………………….………... 
 

For office use only 

Ad  Bi  Bs  Ch  Cc  Co Received 

Pd  Ts  Ec  En  El  Fs 
SIMS 
 

Fr  Ge  Gm  Gp  Hc  Hi 
Reference 
 

La  Ma  Fm  Me  Mu  Pe 
Ack 
 

Ph  Pt  Ps  Rs  So  Sp 
Options 
 

Tx      Cm    Pp 
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ALL APPLICANTS 

 

Signature of applicant: 
 

 date 

 

Signature of parent/carer: 
 

 date 

 

Please complete and return your application form by Thursday xx November 2018 to: 
 

Miss P Richardson, Director of Sixth Form 
The Hertfordshire & Essex High School 

Warwick Road 
Bishop’s Stortford 

Hertfordshire 
CM23 5NJ 

 
If you have any queries or difficulties completing this form, please contact 

Mrs J Brady, Sixth Form Administrator by e-mail or telephone as below. 
 

fax: 01279 508810                      staffjbr@hertsandessex.herts.sch.uk                   tel: 01279 654127 x250 

Please note: each student’s application will be given individual attention both before and after 
GCSE results are known.  The information provided on this form will enable us to discuss options 
and academic entry requirements with you if you are asked to attend an Information, Advice and 
Guidance meeting with a member of our senior staff. 



 
Hertingfordbury Cowper C of E (VA) Primary School 

Reception Admissions Policy 2019 – 2020 
 

As a Church of England (VA) school the governors are responsible for the Admission to Reception and 
will admit 30 children in the academic year.  
 
The Local Authority (LA) operates an agreed co-ordinated admissions scheme in line with government 
legislation. The LA will manage 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. 
 
The closing date for admission application forms to be received by the home LA is as advertised by that 
authority.  Information on completing the ‘online’ application and notification dates of admission 
decisions are published in the Local Authority Admissions booklet, which is also available from their 
website.  
 
All applications must be made on the home Local Authority Common Application Form. 
 
Parents/carers are requested to complete our Supplementary Information Form (SIF) and return it to 
the school office by the date given.  If a SIF is not completed the Governing Body will apply their 
admission arrangements using the information submitted on the LA Application Form only, which may 
result in your application being given a lower priority 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit 
a child with a statement of special educational needs that names their school.  All schools must also 
admit children with an Education, Health and Care Plan(EHCP) that names the school.  The school follows 
Hertfordshire County Council’s policy and criteria on children with a statement of Special Educational 
Needs or Education, Health and Care Plan. 
 
If there are fewer applications than places available, all applicants will be offered a place.  If there are 
more applications than places available, the criteria outlined below will be used to allocate places: 
 
1. Children in care and children who were looked after, but ceased to be so because they were adopted 

(or became subject to a child arrangement order or a special guardianship order). 
2. Children who have a sibling on the roll of the school at the time of admission. 
3. Children living within the ecclesiastical parish of Hertingfordbury and are eligible for Early Years 

Pupil Premium, Pupil Premium or Service Premium Funding. 
4. Other Children living within the ecclesiastical parish of Hertingfordbury. 
5. Children who regularly worship with their families at Hertingfordbury Church. 
6. Children who regularly worship with their families at another Christian church which is a full or 

associate member of Churches Together in Britain and Ireland or the Evangelical Alliance. 
7. Any other children. 



 
Continuing Interest (Reception places) 
After places have been offered, governors in conjunction with Hertfordshire County Council will maintain 
the school’s continuing interest (waiting) list.  A child’s position on a CI list will be determined by the 
admission criteria outlined above and a child’s place on the list can change as other children join or leave 
it.  The governors or County Council will contact parents/carers if a vacancy becomes available and it can 
be offered to a child.  A continuing interest list will be maintained for every year group until the end of 
the summer term. 
 
In Year Admissions 
The school accepts in year applications for all year groups when there are places available and are 
allocated as above in conjunction with Hertfordshire County Council.  Applications need to be submitted 
to the County online application system following a visit to the school.  
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit children under this 
protocol before children on continuing interest. 
 
Appeals 
At transfer time parents wishing to appeal who applied through Hertfordshire’s online system should log 
into their online application and click on the link 'register an appeal'. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details, log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 
system.”   
For in year applications the county council will write to you with the outcome of your application and. If 
you have been unsuccessful, will include details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 
 
Definitions and Explanatory notes 
The following definitions apply to terms used in the admissions criteria: 
 
Children in public care (children looked after) 
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 criterion 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 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) 
All children adopted from care who are of compulsory school age are eligible for admission under Rule 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. 
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. 
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 criterion 1. 

http://www.hertfordshire.gov.uk/schoolappeals
http://www.hertfordshire.gov.uk/schoolappeals


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. 
 
Definition of sibling 
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. 
A sibling must be on the roll of the named school at the time the younger child starts.  If a place is 
obtained for an older child using fraudulent information, there will be no sibling connection available to 
subsequent children from that family. 
 
Definition of Ecclesiastical Parish of Hertingfordbury 
A map clarifying the ecclesiastical Parish of Hertingfordbury can be obtained from the school. 
Alternatively the website www.achurchnearyou.com will give the parish of residence. 
 
Definition of Regular Worship 
Regular worship means attendance at a church service at least twice a month at a service of worship at 
the relevant church for at least twenty four months at the closing date of applications.  A letter from 
the vicar or minister verifying this level of attendance must be included with the application. 
 
Tie-Break 
If more children qualify under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children.  When there is a need for a tie break where two different 
addresses are 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 logically this will be on the ground floor and therefore closer. 
In the case of two applicants with exactly the same priority under the admissions rules, but only one 
place being available, the Governing Body will offer places to both families. 
 
Multiple births 
The school will admit over the published admission number when a single twin/multiple birth child is 
allocated the last place at a school. 
 
Home address 
The address provided must be the child’s current permanent address at the time of application.  ‘At the 
time of application’ means the closing date for applications.  “Permanent” means that the child has lived 
at that address for at least a year and/or the family own the property or have a tenancy agreement for 
a minimum of 12 months. 
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. 
 
Fraudulent applications: 

http://www.achurchnearyou.com/


The school, in liaison with Hertfordshire County Council, will do as much as possible to prevent 
applications being made from fraudulent addresses.  Address evidence is frequently requested, 
monitored and checked and school places will be withdrawn when false information is deliberately 
provided. 
Action will be taken in the following circumstances: 
• When a child’s application address does not match the address of that child at their current school; 
• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
• 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 
• When a child starts at the allocated school and their address is different from the address used 

at the time of application 
 

Home to school distance measurement for purposes of admissions 
A ‘straight line’ distance measurement is used for all home to school distance measurements for 
admission allocation purposes.  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. 
 
Age of Admission and Deferral of Places 
The school’s policy is that children born on and between 1 September 2013 and 31 August 2014 would 
normally commence primary school in Reception in the academic year beginning in September 2018.  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 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.  If parents of summer-born children do not take up the place in the year of offer then 
in in-year application would need to be made for a place in Y1 unless they wish the child to be educated 
out of normal year group in the reception class (see section below). 
 
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 Admission s 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 2014 and 31 August 2014.  Currently summer born children are expected 
to start Reception at the age of 4. 
 
In anticipation of this change to 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 2014, and you do not believe they will be ready to start Reception in the 2018/19 
academic year, you may instead make an application the following year for your child to start Reception 
in September 2019. 
 
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 request is not accepted but a 
place is offered in the normal year group 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. 



 
 

Hertingfordbury Cowper C of E (VA) Primary School 
Birch Green, Nr.Hertford SG14 2LR 

Nursery/Reception Supplementary Information Form 2019 - 2020 
 
 
Please complete this form and return to the school office by the county closing 
date for applications.  If applying under rule 5 or 6 please enclose supporting letter 
as indicated in the admissions policy. 
Application for Nursery/Reception Class (please delete as necessary) 
 
 

Child’s Full Name ......................................................................   
 

Date of Birth  .........................................................................  
 

Parent Name     …………………………………………………………………. 
 
Child’s Address .........................................................................   

 
  .........................................................................  

 
Telephone Number. .................................................................   
 
Does your child have a statement of Educational Needs: Yes/No 
 
Is this child in Public Care (LAC)?   Yes/ No 
 

In accordance with the school’s Admission Policy, I believe that this application 
should be considered under the following admission priorities. 
 

1    2    3    4    5    6    7     
 

 
Signature of Parent ................................................................      Date………………. 
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HERTSMERE JEWISH PRIMARY SCHOOL 

RECEPTION 2019 ADMISSIONS POLICY 
 
This policy is ratified annually in accordance with the Schools Admissions Code and 
other national and Hertfordshire regulations and may be different to previous and 
subsequent years.  The policy in force at the time that the offer of a place is made will 
govern your child’s admission to the school. 
 
Hertsmere Jewish Primary School is a United Synagogue day school with a 
commitment to the practice of orthodox Judaism and a regard for Israel in Jewish life. 
The religious authority for the school is the Chief Rabbi of the United Hebrew 
Congregations of the Commonwealth.  
 
The school will admit 60 children to the Reception Class each September. The 
Governors will first admit: 
 

(a) Any child with a Statement of Special Educational Needs and Disabilities 
(SEND) that names the school and any child with an Education, Health and 
Care (EHC) plan that names the school (in compliance with Section 324 of the 
Education Act 1996); and 

(b) looked after children and children previously looked after (as defined in note 
xii to this Policy) with a completed CRP. 

 
Parents are reminded that it is not necessary to meet all, or indeed any, of the criteria 
below for your child to get a place at the school.  However, in the event of the school 
being over-subscribed, the Governors will apply the following criteria in order of 
priority as laid out below: 
 
Category A. Children who have submitted both (i) a correctly completed application 

form to the child’s home Local Authority under the Co-ordinated 
Admissions Scheme, and (ii) the School’s Certificate of Religious 
Practice and who are entitled to be treated as priority applicants having 
obtained at least 4 points in accordance with that Certificate. 
 

Category B. Children who have (i) not submitted a completed Certificate of Religious 
Practice, or (ii) not obtained at least 4 points in accordance with that 
Certificate. 

 
In the event of over-subscription within each of the above categories, places 
will be offered in accordance with the following further criteria in turn:- 
 
1. Children in Category A who are siblings of pupils who will be attending 

Hertsmere Jewish Primary School at the time such sibling enters the school.  
For these purposes, “siblings” shall include half-siblings, step-siblings and 
adopted siblings living at the same address. 
 



- 2 - 

2. Children in Category A who are siblings of former pupils of HJPS. For these 
purposes, “siblings” shall include half-siblings, step-siblings and adopted 
siblings living at the same address. 

 
3. Children in Category A who are children of HJPS staff.  For these purposes, 

“children” shall include step-children and adopted children and “HJPS staff” 
means anyone employed by HJPS in a paid capacity whether full-time or part-
time for a continuous period of 2 years up to the date of admission and who at 
the date of admission has not served notice of an intention to cease working at 
HJPS and for the avoidance of doubt any child under this category must be 
living at the same residential address as the HJPS staff. 

 
4. Children in Category A with a residential address in Hertfordshire in the 

following proportions: 
 

a) Not more than 35% of places available under this paragraph shall be offered 
to children living at addresses in Borehamwood having a WD6 postcode; 
 

b) Not more than 10% of such places shall be offered to children living at 
addresses in Elstree having a WD6 postcode; 

 
c) not more than 25% of such places will be offered to children living at 

addresses having a WD23 postcode; 
 

d) not more than 15% of such places will be offered to children living at 
addresses in Radlett having a WD7 postcode; 

 
e) not more than 10% of such places will be offered to children living at 

addresses in Shenley having a WD7 postcode; and 
 

f) not more than 5% of such places will be offered to children living at addresses 
with any other WD postcode or any of the following postcodes: AL, EN6, EN7, 
EN8, EN10, EN11, HP1 to HP5, HP23, LU2, SG1 to SG14. 

 
Any fractions produced by the above criteria shall be rounded down to the 
nearest whole number.   

 
5. Any remaining applicants within category A. 
 
6. Children in Category B. 

 
7. In the event of over-subscription within any of the above criteria, proximity to 

the school of the child’s residential address, as measured by the Local 
Authority according to the procedure set out in the Notes attached to this 
policy, will be the determining factor. 
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Twins and multiple births 
 
Twins and children from multiple births will be admitted when one of the siblings is 
the 60th child and, as a result, the school’s Published Admissions Number (PAN) will 
be increased.  
 
Admission of children outside their normal age group 
 
Applicants may seek a place for their child outside of their normal age group, for 
example, if the child is gifted and talented or has experienced problems such as ill 
health. In addition, in relation to a summer born child (i.e., a child born from 1st April 
to 31st August) applicants may choose not to send that child to school until the 
September following their fifth birthday and may request that they are admitted out of 
their normal age group – to Reception rather than Year 1. Those applicants seeking 
admission out of normal age group should follow the procedure outlined in the Notes 
attached to his policy. All decisions will be made on the basis of the circumstances of 
each case and in the best interests of the child concerned.  
 
Admissions data 
 
60 places were available in Reception 2018.  
 
Attached to this policy are Notes, which further explain the admissions system, the 
impact of the Local Authority Co-ordinated Admissions System and other aspects of 
the admissions process, including how the Governing Body determines both 
proximity to the school and also residential address (where in doubt). 
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NOTES TO RECEPTION 2019 ADMISSIONS POLICY 
 
The following notes are part of the Admissions Policy.  They contain important 
explanations of the operation of the principles of the policy, including the timetable for 
applications; how the Local Authority measures the distance of each child’s house to 
the school; at which point the child’s residence is decided; and what happens if you 
apply late. 
 
Procedure for making applications 
 
i. It is important to understand that, under the Local Authority Co-ordinated 

Admissions System, offers of places in Reception are made by the school’s 
Local Authority and not by the school.  The school is unable to offer places to 
children who have not made an application to the Local Authority, even if the 
child attended HJPS Nursery. 

 
No Reception place can be provided unless an application has also been 
made through the Local Authority Co-ordinated Admissions Scheme.  
Please contact your Local Authority for details and an Application Form. 

 
ii. In order to be considered under this policy, applications to enter the Reception 

must be received by the Local Authority by the 15 January in the school year 
(1st September – 31st August) in which the child will attain four years of age.  

 
iii. The school has no discretion to treat any late applications as having been 

received before the deadline.  Late applicants will be considered after 
applications made within the deadline, and in accordance with the criteria set 
out in the Continued Interest Admissions Policy. 

 
iv. In addition to the application to the Local Authority, applicants are asked to 

complete the school’s Supplementary Information Form and send it to the 
school by the same deadline.  This will enable the school to keep applicants 
updated and informed of developments in the admissions process.  It will also 
assist the governors in giving the application the appropriate level of priority. 

 
v. For those who wish to be considered as priority applicants, the Certificate of 

Religious Practice for primary schools under the religious authority of the Chief 
Rabbi (the “CRP”) should also be completed and sent to the school.  If no CRP 
is provided, or less than the required number of points have been obtained, an 
application cannot be considered a priority under paragraph A of the 
Admissions Policy.   

 
vi. Applicants who have provided a completed CRP to the school to accompany an 

application for a place in Nursery need not complete a further CRP to 
accompany the child’s application for a place in Reception. 

 
vii. The Governors will have discretion to refuse or withdraw the offer of a place 

should it become evident that an applicant has provided fraudulent or 
misleading information in any part of their application. 
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Determination of the applicant’s address and distance from the school 
 

viii. For the purpose of Reception admission, but subject to the Hertfordshire Co-
ordinated Admissions Scheme, the child’s residential address shall be 
determined as at the deadline for application.   

 
ix. It is strongly recommended that the school is informed in writing of any change 

of address after the original application is made, as this might affect the child’s 
chances of admission or his or her place on the Continued Interest List.   

 
x. Where a residential address notified to the school appears not to be the child’s 

permanent residence, the Governors will determine on the basis of all the 
information available to them whether or not such address constitutes the 
child’s residential address for the purpose of the policy. 

 
xi. Proximity to the school shall be determined by reference to the straight line 

distance between the residence and the school.  The points from which such 
distances are measured, and the distances so measured will be determined 
conclusively by the school’s Local Authority and the Governors have no 
discretion to overrule any such measurements made.  For further information, 
please visit www.hertsdirect.org/scholearn/admissions/ or call Hertfordshire’s 
Customer Service Centre on 0300 123 4043. 

 
Looked after children 
 
xii. Places will be allocated to children in public care according to Part 3 of the 

School Admissions (Admission Arrangements) (England) Regulations 2008.  
These children will be given priority over all other applicants.  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 1989, 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. 

 
 

http://www.hertsdirect.org/scholearn/admissions/
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The right of appeal 
 

xiii. Parents who do not receive an offer of a place in Reception have the right to 
appeal.  If they decide to do so, they should write to the Clerk to the Governors 
at the school within 20 school days of receiving the letter of refusal.  The Clerk 
will provide details relating to the appeal process, including the limited grounds 
on which an appeal can succeed, as set out in the Schools Admission Code. 

 
Procedure for requesting admission outside normal age group 
 
xiv.  Applicants seeking admission of their child outside of their normal age group 

must contact HJPS as soon as possible in writing setting out the circumstances 
and why admission outside of normal age group is felt to be appropriate setting 
out full details relating to the child's academic, social and emotional 
development and where relevant their medical history and the views of a 
medical professional and whether they have previously been educated out of 
their normal age group and whether or not they would naturally have fallen into 
a lower age group if they had not been born prematurely. The information will 
then be reviewed by the school's Senior Leadership Team, and the applicants 
may be invited to a meeting at HJPS and/or be asked for further information. A 
reasoned decision will then be taken based on all the circumstances in the case 
and taking into account the views of the Head Teacher. 

 
xv.  Agreement to admission outside normal age group only entitles the applicant to 

apply outside of the normal age group. It does not provide priority over any 
other applicant. Applicants who are refused a place at a school for which they 
have applied have the right of appeal to an independent admission appeal 
panel. Applicants do not have the right to appeal if they have been offered a 
place and it is not in the year group they would like. However they may make a 
complaint about an admission authority's decision not to admit their child 
outside their normal age group. 

 
Miscellaneous notes 

 
xvi. Parents must indicate in writing their intention to take up the place within two 

weeks of the offer being made.  They can do so either online or by means of a 
paper response form which will be provided.   

 
xvii. Parents whose children do not already attend the school’s Nursery will be 

invited to tours of the school during the year preceding their child’s admission.  
Parents of children to whom offers have been made will be subsequently invited 
with their child to meet the Headteacher or other member of the Senior 
Leadership Team. 

 
xviii. 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 to the child’s Local Authority.   

 
xixi. HJPS takes part in Hertfordshire County Council’s Fair Access Protocol and will 

admit children under this Protocol as necessary before children on the 
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Continued Interest list even if it takes the number of children in the year above 
60.  

 
xx. Should any applicant that has accepted a place in Reception subsequently give 

up their place, the rules governing the re-allocation of that place are those set 
out in the Continued Interest Admissions Policy, not those set out above in this 
Reception Admissions Policy. 

 
xxi. For further information, please contact the School Office on 01923 855857. 



- 1 - 

 

HERTSMERE JEWISH PRIMARY SCHOOL 

CONTINUED INTEREST 2019 ADMISSIONS POLICY 
 
This policy is ratified annually in accordance with the Schools Admissions Code and 
other national and Hertfordshire regulations and may be different from previous and 
subsequent years.  The policy in force at the time that the offer of a place is made will 
govern your child’s admission to the school. 
 
Hertsmere Jewish Primary School is a United Synagogue day school with a 
commitment to the practice of orthodox Judaism and a regard for Israel in Jewish life. 
The religious authority for the school is the Chief Rabbi of the United Hebrew 
Congregations of the Commonwealth. 
 
The school’s Local Authority will maintain a Continued Interest List that contains the 
details of: 
 
(a) All children for whom a valid application for a place in Reception has been 

made according to the provisions of the Reception Admissions Policy, and 
who has not been successful in obtaining a place at the school; 

 
(b) All children for whom an application for a place in the Reception class is made 

at any time after 15 January in the school year (1 September – 31 August) in 
which the child will attain four years of age; and 

 
(c) All children for whom an application is made for admission into any of Years 1 

to 6 at the school; 
 
provided in all such cases that the school’s Supplementary Information Form has 
been submitted to the school. 

 
Parents are reminded that it is not necessary to meet all, or indeed any of the criteria 
below for your child to get a place at the school.  However, in the event that a child 
gives up a place at the school at any time in any year from Reception to Year 6, the 
Governors will apply the following criteria in order of priority as laid out below: 
 
A. Children who have submitted both (i) a correctly completed application form to 

the child’s Local Authority under the Co-ordinated Admissions Scheme, and 
(ii) the School’s Certificate of Religious Practice and who are entitled to be 
treated as priority applicants having obtained at least 4 points in accordance 
with that Certificate. 

 
B.  Any other children. 
 
In the event of over-subscription within each of the above categories, places 
will be offered to children on the Continued Interest List in accordance with the 
following criteria in turn:  
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1. Siblings of pupils who will be attending Hertsmere Jewish Primary School at 
the time such sibling enters the school.  For these purposes, “siblings” shall 
include half-siblings, step-siblings and adopted siblings living at the same 
address. 
 

2. Children in Category A who are siblings of former pupils of HJPS. For these 
purposes, “siblings” shall include half-siblings, step-siblings and adopted 
siblings living at the same address. 
 

 
3. Children of HJPS staff.  For these purposes, “children” shall include step-

children and adopted children and “HJPS staff” means anyone employed by 
HJPS in a paid capacity whether full-time or part-time for a continuous period 
of 2 years up to the date of admission and who at the date of admission has 
not served notice of an intention to cease working at HJPS and for the 
avoidance of doubt any child under this category must be living at the same 
residential address as the HJPS staff. 
 

4. Children with a residential address at the time the offer is made in the same 
one of the following areas as the child whose place has become vacant: 

 
(a) in Borehamwood with a WD6 postcode; 
(b) in Elstree with a WD6 postcode; 
(c) in Bushey with a WD23 postcode; 
(d) in Radlett with a WD7 postcode; 
(e) in Shenley with a WD7 postcode; or 
(f) with any other WD postcode or any of the following postcodes: AL, 

EN6, EN7, EN8, EN10, EN11, HP1 to HP5, HP23, LU2, SG1 to SG14. 
 
5. Children with the nearest overall address to the school. 

 
6. In the event of over-subscription within any of the above criteria, proximity to 

the school of the child’s residential address, as determined by the Local 
Authority according to the procedure set out in the Notes attached to this 
policy, will be the determining factor. 
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NOTES TO CONTINUED INTEREST 2019 
ADMISSIONS POLICY 

 
The following notes are part of the Admissions Policy.  They contain important 
explanations of the operation of the principles of the policy. 
 
1. The Governors reserve the right not to offer a place under the provisions of 

this policy if the offer of such a place would take the number of children in the 
relevant year group above the school’s published admissions number of 60. 

 
2. Proximity to the school shall be determined by reference to the straight line 

distance between the residence and the school.  The points from which such 
distances are measured, and the distances so measured will be determined 
conclusively by the school’s Local Authority and the Governors have no 
discretion to overrule any such measurements made.  For further information, 
please visit www.hertsdirect.org/scholearn/admissions/ or call Hertfordshire’s 
Customer Service Centre on 0300 123 4043. 
 

3. For the avoidance of doubt the Continued Interest List will be frozen at such 
time as HJPS receives written notice of a place becoming available. 
 

4. Where a residential address notified to the school appears not to be the child’s 
permanent residence, the Governors will determine on the basis of all the 
information available to them whether or not such address constitutes the 
child’s residential address for the purpose of the policy. 
 

5. Parents must indicate in writing their intention to take up the place within a 
week of the offer being made.   
 

6. 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 to the child’s Local Authority.  
There is a statutory requirement for all local authorities to coordinate all in-year 
admissions.  For the precise details of Hertfordshire’s scheme, please visit 
www.hertsdirect.org/scholearn/admissions/ or call Hertfordshire’s Customer 
Service Centre on 0300 123 4043. 
 

7. A child’s details will remain on the Continued Interest List until: 
 

(a) a place at the school is offered to that child and is refused;  
 
(b) the child’s parents or guardians make a request in writing to the school 

to have the child removed from the List; or 
 
(c) the end of the school year in which the child will attain eleven years of 

age. 
 

8. For further information, please contact the School Office on 01923 855857. 

http://www.hertsdirect.org/scholearn/admissions/
http://www.hertsdirect.org/scholearn/admissions/


 
Hertfordshire County Council 

HERTSMERE JEWISH PRIMARY SCHOOL   
Watling Street, Radlett, Hertfordshire WD7 7LQ 

Tel:  01923 855857   Fax: 01923 853399   Email:  admin@hjps.herts.sch.uk 
Acting Headteacher:  Mrs R Alak-Levi 

 
SUPPLEMENTARY INFORMATION FORM 

 

Please complete this form and return it to the school.  You must include your Certificate of 
Religious Practice if you wish to be treated as a priority applicant. 

 

BEFORE SENDING IN YOUR APPLICATION, PLEASE READ THE NOTES BELOW: 
a) If your Synagogue has provided a letter to confirm attendance, attach this to your CRP. 
b) If your Synagogue has not provided a letter, the authorised person MUST tick the dates attended and either 

confirm with the Synagogue stamp, a compliment slip or attach and sign a sheet of headed paper. 
c) Confirmation of receipt will be sent to you by email.  Please therefore ensure that your home email address 

is written clearly below. 
d) Please do NOT send any other documentation at this stage - additional information will be requested if and 

when it is needed. 
e) Keep a photocopy of all documentation sent for your own records.  Your CRP may be used for applications 

to all United Synagogue Day Schools and a photocopy may be used for 2020 Reception applications. 
f) Ensure the correct postage is used; we are unable to accept underpaid correspondence. 
g) If it is discovered that information has been submitted which is later found to be incorrect, this may result in 

the refusal of the school to offer a place to the child.  If a place has already been offered on the basis of 
incorrect information, the school reserves the right to withdraw the offer. 

 

This form relates to an application for entry to HJPS for (please tick box as applicable): 
 

 Reception 2019.  Please be aware that no place in the Reception year of the school can legally be 
provided unless an application has also been made through the Local Authority Co-ordinated Admissions 
Scheme.  Please visit the Hertfordshire County Council website: www.hertsdirect.org/admissions, following 
the links to schools admissions for further guidance and closing dates.  In addition, this form and a copy of 
your CRP must be received by the school no later than 15 January 2019. 

 

 Years 1 - 6. Please be aware that no place in Years 1 - 6 of the school can be offered unless an application 
has also been made through the Local Authority Co-ordinated Admissions Scheme.  Please visit the 
Hertfordshire County Council website: www.hertsdirect.org/admissions, following the links to schools 
admissions for further guidance.  In addition, this form and a copy of your CRP must be received at the 
school.  Please specify the current year of your child   

 

 

Full name of child   Date of birth  

     

Address  

     
Postcode   Telephone  

     
Home email address  

  
Name of parent(s) / legal guardian to whom correspondence should be addressed: 

(1)  (2)  

If the child has a parent/guardian with legal responsibility who does not live at the same 
address, please give that relevant name and address overleaf. 

List below any siblings who are either current pupils or who will be pupils in Reception - Year 5 at 
HJPS in September 2018:  If there are no current siblings, please list below the name of any 
sibling who previously attended HJPS and their dates of attendance. 

 Name   Class  

     
Name   Class  

      

Parent’s signature   Date  

 

http://www.hertsdirect.org/admissions
http://www.hertsdirect.org/admissions


  

 
 
 

HERTSMERE JEWISH PRIMARY SCHOOL 

NURSERY 2019 ADMISSIONS POLICY 

 
This policy is ratified annually in accordance with the School Admissions Code and 
Hertfordshire regulations and may be different to previous and subsequent years.  
The policy in force at the time that the offer of a place is made will govern your child’s 
admission to the school. 
 
Hertsmere Jewish Primary School is a United Synagogue day school with a 
commitment to the practice of orthodox Judaism and a regard for Israel in Jewish life. 
The religious authority for the school is the Chief Rabbi of the United Hebrew 
Congregations of the Commonwealth. 
 
The school will admit 35 children to the Nursery each September. The Governors will 
first admit: 
 
a) Any child with a Statement of Special Educational and Disabilities (SEND) needs 

that names the school and any child with an Education, Health and Care (EHC) 
plan that names the school (in compliance with Section 324 of the Education Act 
1996); and 
 

b) Looked after children and children previously looked after (within the meaning of 
Section 22 of the Children Act 1989) with a completed CRP. 

 
Parents are reminded that it is not necessary to meet all, or indeed any, of the criteria 
below for your child to get a place at the school.  However, in the event of the school 
being over-subscribed, the Governors will apply the following criteria in order of 
priority as laid out below: 
 
Category A. Children who have completed the School’s Certificate of Religious 

Practice and who are entitled to be treated as priority applicants having 
obtained at least 4 points in accordance with that Certificate. 

 
Category B. Children who have (i) not submitted a completed Certificate of Religious 

Practice, or (ii) not obtained at least 4 points in accordance with that 
Certificate. 

 
In the event of over-subscription within each of the above categories, places 
will be offered in accordance with the following further criteria:- 
 
 
1. Children in Category A who are siblings of pupils who will be attending 

Hertsmere Jewish Primary School at the time such sibling enters the school.  
For these purposes, “siblings” shall include half-siblings, step-siblings and 
adopted siblings living at the same address. 

 



  

2. Children in Category A who are siblings of former pupils of HJPS. For these 
purposes, “siblings” shall include half-siblings, step-siblings and adopted 
siblings living at the same address. 

 
 
3. Children in Category A who are children of HJPS staff.  For these purposes, 

“children” shall include step-children and adopted children and “HJPS staff” 
means anyone employed by HJPS in a paid capacity whether full-time or part-
time for a continuous period of 2 years up to the date of admission and who at 
the date of admission has not served notice of an intention to cease working at 
HJPS and, for the avoidance of doubt, any child under this category must be 
living at the same residential address as the HJPS staff. 

 
4. Children in Category A with a residential address in Hertfordshire in the 

following proportions: 
 

a) Not more than 35% of places available under this paragraph shall be 
offered to children living at addresses in Borehamwood having a WD6 
postcode; 
 

b) Not more than 10% of such places shall be offered to children living at 
addresses in Elstree having a WD6 postcode; 

 
c) not more than 25% of such places will be offered to children living at 

addresses having a WD23 postcode; 
 

d) not more than 15% of such places will be offered to children living at 
addresses in Radlett having a WD7 postcode; 

 
e) not more than 10% of such places will be offered to children living at 

addresses in Shenley having a WD7 postcode; and 
 

f) not more than 5% of such places will be offered to children living at 
addresses with any other WD postcode or any of the following postcodes: 
AL, EN6, EN7, EN8, EN10, EN11, HP1 to HP5, HP23, LU2, SG1 to SG14. 

 
Any fractions produced by the above criteria shall be rounded down to the 
nearest whole number.   

 
5. Any remaining applicants within category A. 
 
6. Children in Category B. 
 
7. In the event of over-subscription within any of the above criteria, proximity to 

the school of the child’s residential address, as measured by the Local 
Authority according to the procedure set out in the Notes attached to this 
policy, will be the determining factor.  

 
Attached to this policy are Notes, which further explain the admissions system, 
including how and when to apply and how the Governing Body determines both 
proximity to the school and also residential address (where in doubt). 
 



  

 
 
 
 

NOTES TO NURSERY 2019 ADMISSIONS POLICY 
 
The following notes are part of the Admissions Policy.  They contain important 
explanations of the operation of the principles of the policy, including the timetable for 
applications; how the Local Authority measures the distance of each child’s house to 
the school; at which point the child’s residence is decided; and what happens if you 
apply late. 
 
Procedure for making applications 
 
i. Applications to enter the Nursery must be made by entering your details directly 

onto the Local Authority’s online registration system by the deadline provided by 
the Local Authority in the school year (1st September – 31st August) in which the 
child will attain three years of age.   

 
ii. In addition to the application to the Local Authority, applicants are asked to 

complete the school’s Supplementary Information Form and send it to the 
school by the same deadline.  This will enable the school to keep applicants 
updated and informed of developments in the admissions process. 

 
iii. The school has no discretion to treat any late applications as having been 

received before the deadline.  Late applicants will be considered after 
applications made within the deadline, and in accordance with the 
oversubscription criteria set out in the policy. 

 
iv. For those who wish to be considered as priority applicants, the Certificate of 

Religious Practice for primary schools under the religious authority of the Chief 
Rabbi (the “CRP”) should also be completed and sent to the school by 15th 
January 2019.  If no CRP is provided, or less than the required number of points 
have been obtained, an application cannot be considered a priority under 
paragraph A of the Admissions Policy.   

 
v. Please note that if the information given in the CRP is not accurate, your child 

will lose priority.  In such a case, the Governors will have discretion to refuse or 
withdraw the offer of a place. 

 
vi. The school will retain the names and addresses of all applicants who are not 

offered a place in Nursery until the end of the 2019-2020 academic year on a 
Continued Interest list.  In the event of a child declining the offer of a place or in 
the event of a child giving up a place in the Nursery, and subject to paragraph 
vii below, the vacant place will be offered to the child in Category A living 
nearest to the school, but within the same postal district (as defined in 
paragraph 3 of the Policy) as the child who is leaving the school or turning down 
a place.  If there are no Category A children on the Continued Interest list from 
that district, the place will be offered to the child in Category A with the nearest 
overall residence on the Continued Interest list, then to any other children. 

 



  

 
 
 
 
 
Determination of the applicant’s address and distance from the school 
 
vii. For the purpose of Nursery admission, the child’s residential address shall be 

determined as at the deadline for application.   
 
viii. It is strongly recommended that the school is informed in writing of any change 

of address after the original application is made, as this might affect the child’s 
chances of admission or his or her place on the Continued Interest List.   

 
ix. Where a residential address notified to the school appears not to be the child’s 

permanent residence, the Governors will determine on the basis of all the 
information available to them whether or not such address constitutes the 
child’s residential address for the purpose of the policy. 

 
x. Proximity to the school shall be determined by reference to the straight line 

distance between the residence and the school.  The points from which such 
distances are measured, and the distances so measured will be determined 
conclusively by the school’s Local Authority and the Governors have no 
discretion to overrule any such measurements made.  For further information, 
please visit www.hertsdirect.org/scholearn/admissions/ or call Hertfordshire’s 
Customer Service Centre on 0300 123 4043. 

 
Miscellaneous notes 
 
xi. Parents must accept any offer made under this policy either online via the 

Local Authority’s registration system or in writing to the school.  All such 
acceptances must be made within two weeks of the offer being made.   

 
xii. Governors reserve the right after the acceptance of places, to confer with 

other nurseries to ensure that parents are not holding places at more than one 
nursery.  In such a case, parents will be asked to nominate the nursery of their 
choice within 48 hours. 

 
xiii. Prospective parents will be invited to Open Evenings and tours of the school. 

Parents to whom offers have been made will subsequently be invited with their 
child to meet the Head Teacher or a member of the School’s Senior 
Leadership Team. 

 
xiv. For further information, please contact the School Office on 01923 855857. 

http://www.hertsdirect.org/scholearn/admissions/


 Hertswood Academy 
Admission arrangements for entry to Year 7 in September 2019 

 
 

1   Approved by FGB: 26.02.18 
 

Hertswood Academy will participate fully in the Hertfordshire County Council (HCC) coordinated 
admission scheme for all schools. Details of this scheme along with how to apply to Hertswood can 
be found on the HCC website and applicants should apply by the given deadline: 
 
 www.hertfordshire.gov.uk/admissions 
 
Admission Number 
 
The number of intended admissions for September 2019 is 270. Students will be admitted at the 
age of 11 or after having completed National Curriculum Year 6. 
 
Children with a Statement of Special Educational Needs or an Education, Health and Care 
Plan (EHC) 
 
The academy will meet its legal obligation to offer a place to a student who has a Statement of 
Special Educational Needs or an EHC (Education, Health and Care Plan) that names the academy 
in accordance with Section 43 of the Children and Families Act 2014. Students with EHC’s are not 
admitted within the ordinary admissions process but count towards the academy’s published 
admissions number. 
 
Oversubscription Criteria 
 
Where applications for admission exceed the number of places available, the following criteria will 
be applied, in the order set out below, to decide which children to admit: 
 

1. Looked after children and previously looked after children. 

 
2. Children with a sibling on the academy’s roll in years 7 to 10 at the time of application and 

who are reasonably expected to be on the academy’s roll in September 2019.  

 
3. Priority to children of staff employed to work at the academy for two years or more or where 

the member of staff has been recruited to meet a demonstrable skills shortage. 

 
4. Other children by distance from the academy, with priority being given to those children 

who live nearest to the academy. (If two children live the same distance from the academy 
random allocation will be used as a tie break and this random allocation process will be 
independently supervised.) Distances are measured from the main entrance of the 
academy to the main entrance of the child’s home using the home-academy measurement 
system used by Hertfordshire County Council as outlined in the County's admission 
arrangements and application literature.  

 
Tie Breaker 
Distance (as defined by criterion 4 above) will be used as a tie breaker if required in criteria 1-3 
above) 
 
 
Multiple births: 

http://www.hertfordshire.gov.uk/admissions
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The academy, as the admission authority will admit over the academy’s published admission 
number if necessary to admit all children in a multiple birth.  
 
Waiting List 
When children are not offered a place due to oversubscription, the child's name is automatically 
placed on the continuing interest list: which is administered by Hertfordshire County Council. 
Parents may choose to remove their child’s name from the list. Further information about this list is 
available from:  
 
Customer Service Centre on:  0300 123 4043 
 
Names on the continuing interest list will be ranked according to the above criteria. . Parents also 
have the right of appeal.  
 
Hertfordshire parents wishing to appeal who applied on line should log onto 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 academy 
directly in the first instance. 
 
In Year Admissions 
 
In year admissions are those which are outside the usual time for transfer to secondary academy. 
 
The academy participates in the Hertfordshire in year co-ordination scheme.  The academy will 
make the decision about whether to offer a place but Hertfordshire will deal with the administrative 
arrangements. Further information is available from 
 
http://www.hertsdirect.org/services/edlearn/admissions/adminfo/appinyear/ 
 
Any In Year application should be made using the Hertfordshire in year application form which is 
available on the above website. 
 
The academy will use the same oversubscription criteria as for admissions at the normal point of 
entry (see above) 
 
Definitions of words used in this policy 
 
“Looked After Children and Previously Looked After Children” 
 
A Looked After Child 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) at the time of making an 
application 
 

“A Previously Looked After Child” is a child who was look after but ceased to be so because they 
were adopted (or became subject to a residence order or special guardianship order 

 
“Adopted” – means under the terms of the Adoption and Children Act 2002 (section 46) 
 

http://www.hertsdirect.org/services/edlearn/admissions/adminfo/appinyear/
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“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 1989, an order appointing one or 
more individuals to be a child’s special guardian or guardians. 
 
Children who were not “looked after” immediately before being adopted, or made the subject of a 
residence order or special guardianship order will not benefit from the priority conferred by 
oversubscription criterion 1.   
 
“Sibling” means the sister, half-sister, adopted sister, or child of the parent/carer or partner, and in 
every case living in the same house from Monday to Friday.  Where a place is obtained and the 
child admitted to the academy and it is subsequently identified that this place was gained 
fraudulently, there will be no sibling priority available to subsequent children from that family.      
 
“Staff member” means persons directly employed by the academy trust. 
 
“Children of Staff” applies where the staff member is: 
 

• the child’s parent by blood or adoption, or have legal parental responsibility for the child, 
OR 

• cohabiting with one of the child’s parents or a carer who has legal parental responsibility for 
the child. 

 
In either case the staff member and the child must live at the same address as the staff member 
for the majority of academy nights (see home address below for a definition of academy night)  
 
“Home address”: 
The address provided should be the child’s current permanent address at the time of application.  
‘At the time of application’ means the closing date for applications. Only one address can be used 
for the application.  Where the child lives at more than one address then the address used for the 
application must be the where the child spends the majority of academy nights. An academy night 
means Sunday night, Monday night, Tuesday night, Wednesday night and Thursday night. If an 
address is disputed the address where child benefit/child tax credit is paid will be used. The 
academy reserves the right to ask for reasonable proof of address in order to verify that the 
address given is accurate. 
 
 

 

 
 



The Highfield School Admission arrangements for 2019/20 
 
The school will have a published admission number of 180 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools 
to admit a child with a statement of special educational needs that names their school. All 
schools must also admit children with an Education, Health and Care Plan (EHCP) that names 
the school. 
 
Rule 1 Children looked after and children who were previously looked after, but ceased to 

be so because they were adopted (or became subject to a child arrangement 
order or a special guardianship order).  

Rule 2 Medical or Social:  Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school. 
A panel of officers will determine whether the evidence provided is sufficiently 
compelling to meet the requirements for this rule. The evidence must relate 
specifically to the school applied for under Rule 2 and must clearly demonstrate 
why it is the only school that can meet the child’s needs. 

 
Rule 3 Sibling:  Children who have a sibling at the school at the time of application, 

unless the sibling is in the last year of the normal age-range of the school.  Note:  
the ‘normal age range’ is the designated range for which the school provides, for 
example Years 7 to 11 in a 11-16 secondary school, Years 7 to 13 in a 11-18 
school.   

Rule 4  Children for whom The Highfield School is their nearest school. 

Rule 5 Children who live in the priority area for whom it is their nearest Hertfordshire 
maintained school or academy that is non-faith, co-educational and non-partially 
selective. Note: Non-partially selective means that the school does not offer any 
places based on academic ability. 

Rule 6  Children who live in the priority area who live nearest to the school. (Letchworth 
Garden City) 

Rule 7 Children living outside the priority area on the basis of distance, with those living 
nearest to the school given priority.  
 
These rules are applied in the order they are printed above.  If more children 
qualify under a particular rule than there are places available, a tiebreak will be 
used by applying the next rule to those children. 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 logically this will be on the ground floor and therefore closer. If there 
are two identical addresses of separate applicants, the tie break will be random. 

 
 
 
 
 
 



Priority Areas 
 
The co-educational priority areas in the admission rules are based on the following towns, 
parishes/unparished areas. These apply to Rules 5 and 6. Academies and foundation 
schools that will be retaining the county county’s priority areas as part of their admission 
arrangements for 2018/19 have been included for information but are marked with an 
asterix* 

 

 Priority Area Towns/Parishes/Unparished areas Schools 

1 Hitchin  Hexton, Hitchin, Holwell, Ickleford, Langley, 
Lilley, Offley, Pirton, Preston, St. Ippolyts, 
Wymondley. 

The Priory* 

 

2 Letchworth Garden 
City  
 

Letchworth Garden City Fearnhill, 
Highfield* 

 

3 Baldock and 
surrounding villages 

Ashwell, Baldock, Bygrave, Caldecote, 
Clothall, Edworth, Hinxworth, Newnham, 
Radwell, Rushden, Sandon, Wallington, 
Weston. 

Knights Templar* 

 

4 Buntingford, 
Puckeridge and 
Royston 

Anstey, Ardeley, Aspenden, Barkway, Barley, 
Braughing, Brent Pelham, Buckland, 
Buntingford, Cottered, Great Munden, 
Hormead, Kelshall, Meesden, Nuthampstead, 
Reed, Royston, Standon, Therfield, Westmill, 
Wyddial. 

Meridian* 

 

5 Stevenage Aston, Benington, Datchworth, Graveley, 
Great Ashby, Knebworth, Stevenage, Walkern. 

Barclay, 
Barnwell,  
Marriotts,  
Nobel, Thomas 
Alleyne* 

 

6 Hemel Hempstead, 
Kings Langley, 
Berkhamstead, 
Tring, Garston, 
Watford, 
Chorleywood and 
Rickmansworth 

Abbots Langley, Aldbury, Berkhamsted, 
Bovingdon, Chipperfield, Chorleywood, 
Croxley Green, Flaunden, Great Gaddesden, 
Hemel Hempstead, Kings Langley, Little 
Gaddesden, Maple Cross, Nash Mills, 
Nettleden with Potten End, Northchurch, 
Rickmansworth, Sarratt, Tring, Tring Rural, 
Watford, Wigginton. 

Adeyfield*, 
Ashlyns*, The 
Astley Cooper*, The 
Cavendish,  
Hemel Hempstead, 
Longdean*,  
Kings Langley *, 
Westfield * 

 
 
 

 

7 

Harpenden and St. 
Albans 

Ayot St. Lawrence, Colney Heath, Flamstead, 
Harpenden, Harpenden Rural, Kimpton, King’s 
Walden, London Colney, Markyate, Redbourn, 
Ridge, Sandridge, St. Michael, St. Pauls Walden, 
St. Stephens, St. Albans, Shenley, 
Wheathampstead. 

Beaumont,* 
Roundwood Park*, 
Samuel Ryder* 
Sandringham*,  
Sir John Lawes* 

 

8 Welwyn Garden 
City, Hatfield, 
Potters Bar and 
Brookmans Park 

Ayot St. Peter, Codicote, Essendon, Hatfield, 
North Mymms, Potters Bar, Welwyn Garden 
City, Welwyn, Woolmer Green. 

Monks Walk*,  
Onslow St. Audreys*, 
Sir Frederic Osborn, 
Stanborough* 

 



 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
Measuring home to school distances and nearest school 
Hertfordshire County Council on behalf of The Highfield School will use the following 
distance measurement system – which is the same measuring system as outlined in 
Hertfordshire County Council’s admissions literature. 
 

We measure distances using a computerised mapping system to 2 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. 

It doesn't take into account the actual or expected route a child will travel to school. 

The nearest school, for co-educational schools (boys and girls), is the nearest 
Hertfordshire maintained school, or academy, that is: 

• non-faith 

• co-educational and 

• non-partially selective 

"Non-partially selective" means the school doesn't offer any places based on 
academic ability. 

 

9 Ware and Hertford Bayford, Bengeo Rural, Bramfield, Brickendon 
Liberty, Great Amwell, Hertford, Hertford Heath, 
Hertingfordbury, Hunsdon, Little Berkhamsted, 
Little Munden, Sacombe, Stanstead St. 
Margarets, Stapleford, Tewin, Thundridge, Ware, 
Wareside, Watton-at-Stone, Widford 

Chauncy* 
Sele*,  
Simon Balle* 

10 Bishop’s Stortford 
and 
Sawbridgeworth 

Albury, Birchanger, Bishop’s Stortford, Eastwick, 
Elsenham, Furneux Pelham, Gilston, Great 
Hallingbury, High Wych, Little Hadham, Little 
Hallingbury, Much Hadham, Sawbridgeworth, 
Sheering, Stocking Pelham, Thorley. 

 

12 Hoddesdon, 
Broxbourne, 
Turnford and 
Cheshunt 

Broxbourne, Cheshunt, Hoddesdon, Nazeing, 
Northaw & Cuffley, Stanstead Abbots, Waltham 
Cross. 

Sheredes, Turnford*, 
Cheshunt* 

11 Borehamwood, 
Bushey and  
Watford Rural 

Aldenham, Bushey, Elstree, Borehamwood,  
Watford Rural 

Hertswood* 



 

 
In Year Admissions 
The school will remain part of the county council’s coordinated In Year admissions 
scheme. Application forms can be accessed via www.hertfordshire.gov.uk/admissions or 
from the Customer Service Centre, 0300 123 4043. Parents should return the application 
form direct to the County Council (address on the form).  
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit children 
under this protocol before children on continuing interest. 
 
 
6th form arrangements 
The schools will admit up to 30 external students to its 6th form. 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools 
to admit a child with a statement of special educational needs that names their school. All 
schools must also admit children with an Education, Health and Care Plan (EHCP) that names 
the school. 
 
Minimum entry requirements are: 
The entry requirements are calculated from GCSE grades.  Exact requirements for any 
specific year can be found in the Sixth Form Prospectus for that year. 
 
If the Sixth Form is oversubscribed, the same admission criteria will be applied as is 
applied to for Year 7 intake. 

If more children qualify under a particular rule than there are places available, a tiebreak 
will be used by applying the next rule to those children. 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 
logically this will be on the ground floor and therefore closer. If there are two identical 
addresses of separate applicants, the tie break will be random. 
 
 
Appeals  
At transfer time parents wishing to appeal who applied on line should log into their online 
application and click  on the link 'register an appeal '.For those who did not apply on line, 
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. 
 
 
 
 
 
 
 
 

http://www.hertfordshire.gov.uk/admission


Definitions and Explanatory notes  
The following definitions apply to terms used in the admissions criteria: 
 
Children looked after: 
Places are allocated to children looked after 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 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 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) 
 
All children adopted from care who are of compulsory school age are eligible 
for admission under rule 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 
 
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 
 
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. 
 
 
Rule 2: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless there 
has been a significant and exceptional change of circumstances within the family since the 
initial application was submitted. 
All schools in Hertfordshire have experience in dealing with children with diverse social 
and medical needs. However in a few very exceptional cases, there are reasons why a 
child has to go to one specific school. 
 
Few applications under Rule 2 are agreed. All applications are considered individually but 
a successful application should include the following: 
 
a. Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or 



b. Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child’s needs 
c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. Applications under Rule 2 
can only be considered when supported by a recent letter from a professional involved 
with the child or family, for example a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only one named school can meet the social/medical 
needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
www.hertfordshire.gov.uk/admissions 
 
Definition of sibling: 
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. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 
 
*Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order. This definition was amended following a determination by the 
OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single twin/multiple 
birth child is allocated the last place at a school.  
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or the 
family own the property or have a tenancy agreement for a minimum of 12 months. 
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. 
 



Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible to 
prevent applications being made from fraudulent addresses. Address evidence is 
frequently requested, monitored and checked and school places will be withdrawn when 
false information is deliberately provided.  
Action will be taken in the following circumstances: 
• When a child’s application address does not match the address of that child at their 
current school; 
• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
• When a family move shortly after the closing date of applications when one or more of 
the following applies: 

o The family has moved to a property from which their application was less likely to 
be successful 
o The family has returned to an existing property 
o The family lived in rented accommodation for a short period of time (anything 
less than a year) over the application period 
o Council tax information shows a different residence at the time of application 
o When a child starts at the allocated school and their address is different from the 

address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Definition of “nearest school” for secondary/upper admissions 
The “nearest school” definition for Rule 4 is “the nearest Hertfordshire maintained school 
or academy that is non-faith, co-educational, and non-partially selective (note – non-
partially selective means that the school does not offer any places based on academic 
ability”). 
 
Co-educational schools/academies which select partially on ability are: 
Dame Alice Owens 
Parmiters 
Queens 
Rickmansworth 
St Clement Danes 
 
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 Secondary transfer 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 Unit postal address or quartering area address in Hertfordshire , 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 a panel of county 
council officers 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. 
 
 
 
Children Out of Year Group 
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 governor’s 
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 
 
 



 

 
2018 Post 16 Option Choices 

Name:  
H Block A H Block B H Block C H Block D H Block E 

Film Art Business Studies Biology Computing 

Mathematics Chemistry French Drama History 

PE Dance Physics Geography Music 

Photography English Literature Sociology Graphics Psychology 

 English Language & 
Literature 

 Health & Social Care Textiles 

 Politics  Further Maths  

 Philosophy & Ethics    

F Block A F Block B F Block C F Block D F Block E 
Art Biology History Psychology English Literature 

Chemistry Sociology PE   Mathematics 

Media Studies Physics   BTEC Performing Arts 

 Food & Nutrition    
 

Choice Subject Block Why I want to study this subject Head of Department 
Agreement 

1st     

2nd     

3rd     

     

Choose three subjects and place them in the order of your preference. If you wish to take a 
fourth subject this will be discussed at interview. 

Only make one choice from a block 

Return this form to Mrs Garthwaite by 1st February 
(jogarthwaite@highfield.herts.sch.uk or nikkisutton@highfield.herts.sch.uk The Highfield School, Highfield, 

Letchworth Garden City, SG6 3QA) 
 

The subjects shown in the blocks prefixed with an “H” are likely to be taught at Highfield or jointly 
taught at both Highfield and at Fearnhill.  The subjects shown in the blocks prefixed with an “F” 
are likely to be taught at Fearnhill or jointly taught at both Highfield and at Fearnhill 

We will try to provide the combination of courses you have chosen; however the level of 
demand and the timetable constraints will determine what is finally offered  

Student Signature _____________________ Parent/Carer ______________________ 

 

mailto:jogarthwaite@highfield.herts.sch.uk
mailto:nikkisutton@highfield.herts.sch.uk


Personal Details: 

 

1. Full Name: ............................................................................................... 

Date of Birth: .......................................................................................... 

 

2. Address: 

.................................................................................................................. 

.................................................................................................................. 

.................................................................................................................. 

 

3. Contact Telephone Numbers & Email address: 

.................................................................................................................. 

.................................................................................................................. 

 

4. I am currently studying at: (School Name) 

.................................................................................................................. 

 

5. Subjects currently studied: 

.................................................................................................................. 

.................................................................................................................. 

.................................................................................................................. 

.................................................................................................................. 

 

 

Student Signature: ................................. Parent/Carer: ................................... 

 



 

 

      

Grammar School Walk, Hitchin, Hertfordshire.  SG5 1JB 
Tel: 01462 432181    Fax: 01462 440172    Registered in England No. 8286295  

 e-mail: admin@hitchinboys.co.uk 
www.hbs.herts.sch.uk 

Head Teacher:  Mr M Brown 

 
 
 
 

 
 
 

Hitchin Boys’ School  
Determined Admission Arrangements 2019/2020 

 
The admission number for September 2019 is 210. Boys will be admitted at the age of 11 or after 
having completed National Curriculum Year 6. 
 
The school participates in the Hertfordshire Local Authority co-ordinated scheme for Admissions 
and all deadlines within that should be adhered to by applicants.  
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs that names their school. The school will 
also admit any child with an Education Health and Care Plan that names the school. 
 
If there are fewer applications than places available, all applicants will be offered a place. If there 
are more applications than places available, the criteria outlined below will be used to allocate 
places.   

Rule 1 Children looked after (in public care) and children who were previously looked after, but 
ceased to be so because they were adopted (or became subject to a child arrangements order or a 
special guardianship order).  
 
Rule 2 Medical or Social: Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the school. 
 
A panel of Hertfordshire County Council officers will determine whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule. The evidence must relate specifically 
to the school applied for under Rule 2 and must clearly demonstrate why it is the only school that 
can meet the child’s needs. 
 
Rule 3 Siblings living in the priority area: Children who live in the priority area, (including for this 
purpose the parish of Baldock), and who have a sibling at the school at the time of application, 
excluding brothers who a) first entered the school in the Sixth Form (Year 12) or b) are in Year 13 
which is the last year of the normal age range of the school.* 
 
* However numbers allocated to siblings from the parish of Letchworth are subject to the limit 
mentioned below - see rule 6. 
 
Rule 4 Children of Staff: Children of permanent members of staff whose permanent home 
address is in the Priority Area for Hitchin Boys’ School and who are a) directly employed by Hitchin 
Boys’ School and b) will have been employed at the school for a minimum of two years at the time 
the applicant would be admitted to the school or have been recruited to fill a vacant post for which 
there is a demonstrable skills shortage. 
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Children who live in the priority area¹ 
  
Rule 5 - Children who live in the parish of Hitchin. 
 
The school will allocate 120 places to children whose permanent home address is in the parish of 
Hitchin.  
 
In the event of more than 120 applications for consideration under this rule, places will be allocated 
as follows: 

a) firstly to Boys for whom it is their nearest Hertfordshire maintained school or academy 
that is non-faith and non-partially selective and makes provision for children of the 
relevant gender; 
 

b) secondly, if there are places remaining, to Boys in the parish of Hitchin for whom it is 
not their nearest Hertfordshire maintained school or academy that is non-faith and non-
partially selective and makes provision for children of the relevant gender.   
 

The tiebreak for rule 5a and 5b is distance², with those that live closest to the school having the 
highest priority. 
 
A maximum of 120 places will be allocated under this rule. If fewer than 120 places are allocated, 
the balance will be added to the places available to applicants from the rest of the priority area and 
distributed under rule 6. 
 
Rule 6 - Children who live in the rest of the priority area by parish, on a proportional basis. 
 
Any remaining places will be allocated to each parish/unparished area or town in the rest of the 
priority area in proportion to the number of applications made, with the exception of the Parish of 
Letchworth where the total number of places allocated under rules 1 to 6 will not exceed 20. In the 
event of there being more applications than places available to a particular parish/unparished area 
or town, places will be allocated as follows: 
 

a) to Boys for whom it is their nearest Hertfordshire maintained school or academy that is 
non-faith, non-partially selective and makes provision for children of the relevant gender; 

 
b) to Boys for whom it is not their nearest Hertfordshire maintained school or academy that 

is non-faith and non-partially selective and makes provision for children of the relevant 
gender.   

 
The tiebreak for rule 6a is distance², with those that live closest to the school having the highest 
priority. The tiebreak for rule 6b differs, with all places being allocated on a random³ basis. 
 
Any unused places are reallocated to parishes to remain as near to the originally established 
proportions as possible. This is achieved by considering each place to be redistributed in turn and 
assigning it to the most under allocated/least over allocated parish.  
 
If, following the distribution of places through parish proportionality, all applications in the rest of 
the priority area have been satisfied and places remain available, they will be allocated firstly to 
any outstanding applicants from Hitchin prioritised as outlined in Rule 5 and then to any 
outstanding applicants from the parish of Letchworth, prioritised as outlined above. 
 
Children who live outside the priority area 
 
Rule 7 Siblings living outside the priority area: Children who live outside the priority area and 
who have a sibling at the school at the time of application, excluding brothers who a) first entered 
the school in the Sixth Form (Year 12) or b) are in Year 13 which is the last year of the normal age 
range of the school.  
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Rule 8 Random 
Any remaining places will be offered to children living outside of the priority area, on a random³ 
basis. 
 
Notes 
¹ The priority area for Hitchin Boys’ School is based on the following towns / parishes / 
unparished areas:  
Codicote, Graveley, Hexton, Hitchin, Holwell, Ickleford, King’s Walden, Knebworth, Langley, 
Letchworth Garden City, Lilley, Offley, Pirton, Preston, St. Ippolyts, St. Pauls Walden, Weston, 
Wymondley 

² A ‘straight line’ distance measurement; from the address point of the child’s home, supplied by 
Address Base Premium, to the address point of the school is used in all home to school distance 
measurements for community and VC schools in Hertfordshire and will also be used by Hitchin 
Boys’ School. The measurement is undertaken by a computerised mapping system to two decimal 
places.  

³ Places will be allocated on a random basis, based on the principle that every child will be 
allocated an individual random number once their name has been entered onto the HCC 
admissions database. If a preference is expressed for Hitchin Boys’ School, this number will be 
used in the random process. HCC undertakes the random allocation process independently on 
behalf of the school. 

Tiebreak  
These rules are applied in the order they are printed above.  If more children qualify under Rules 1, 
2, 3, and 4 than there are places available, a tie-break will be used by applying the next rule to 
those children.  
 
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 logically this will be on the ground floor and therefore closer. If there are two identical 
addresses of separate applicants, the tie break will be random 
 
Continuing Interest Lists (Waiting Lists) 
After places have been offered, Hertfordshire County Council will maintain the school’s continuing 
interest (waiting) list. A child’s position on the CI list will be determined by the admission criteria 
outlined above and a child’s place on the list can change as other children join or leave it. The 
county council will contact parents/carers if a vacancy becomes available and it can be offered to a 
child.  
Continuing interest lists will be maintained for every year group until the end of the summer term. 
To retain a continuing interest a new In Year application must be made for the next academic year.  
 
In Year Admissions 
The school is part of the Hertfordshire County Council’s coordinated In Year admissions scheme. 
In year applications should be made online at www.hertfordshire.gov.uk/admissions   
A paper application form can be requested from the Customer Service Centre, 0300 123 4043.  

Places will first be allocated in accordance with rules 1-4 above and then as follows: 
 
Rule 5: Children who live in the priority area (including for this purpose the parish of Hitchin) for 
whom it is their nearest Hertfordshire maintained school or academy that is non-faith, non-partially 
selective and makes provision for children of the relevant gender. 
 
If more children qualify under rule 5 than places are available, the tiebreak would be those that live 
closest to the school. 
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Rule 6: Children in the priority area on a random basis 
 
Rule 7: Children outside the priority area on a random basis. 
 
Parish proportionality will not be taken into account for In Year allocations.   

Fair Access  
The school participates in the Hertfordshire County Council’s Fair Access protocol and will admit 
children under this protocol before children on continuing interest.  

Sixth Form admission arrangements 
The School will admit to its Sixth Form any student of the appropriate age with a Statement of SEN 
or an EHCP that names the school. 
 
The schools will admit up to 30 external students to its Sixth Form. 
Minimum academic entry requirements are 5 GCSE passes at Grade C or above, including Grade 
4 English and Maths for A level courses. Some subjects will require a B grade at GCSE. 5 GCSE 
passes at A*-G for all other courses. 
 
If the school is oversubscribed, priority will first be given to: 

i) Children looked after or previously looked after.  
ii) Children for whom it is their nearest Hertfordshire maintained school or academy that is 

non-faith and non-partially selective and makes provision for children of the relevant 
gender 

iii) Distance (if two applicants have the same home-school distance both shall be admitted) 
 
Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the 
appeals system”. 
 
For In Year Admissions, the county council will write to you with the outcome of your application 
and, if you have been unsuccessful, will include registration details to enable you to login and 
appeal online at www.hertfordshire.gov.uk/schoolappeals 
 
Definitions and Explanatory notes for the admission arrangements for Hitchin Boys’ School 
for 2019/20 
 
The following definitions apply to terms used in the admissions criteria: 
 
Rule 1: Children looked after (in public care): 
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 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 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). 
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All children adopted from care who are of compulsory school age are eligible for admission under 
rule 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 
arrangement orders which settle 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 1989, 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. 
  
Children who were not “looked after” immediately before being adopted, or made the subject of a 
child arrangements 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. 
 
* 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. 
 
Rule 2: Children for whom it can be demonstrated that they have a particular medical or 
social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless there has 
been a significant and exceptional change of circumstances within the family since the initial 
application was submitted. 
 
The school governing body has delegated rule 2 decision making to Hertfordshire County Council. 
Decisions will be made by a panel of 3 HCC officers and parents/carers will be notified of the 
outcome of their rule 2 applications within 40 working days of the secondary transfer closing date. 
 
All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has to go 
to one specific school. 
 
Few applications under Rule 2 are agreed. 
 
All applications are considered individually but a successful application should include the 
following: 

 Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or 

 Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child’s needs 

 If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 

 For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential. 

 
Evidence should make clear why only one school is appropriate. Applications under Rule 2 can 
only be considered when supported by a recent letter from a professional involved with the child or 
family, for example, a doctor, psychologist or police officer.  The supporting evidence needs to 
demonstrate why only one named school can meet the social/medical needs of the child. 
 
Applications for children previously ‘looked after’ but not meeting the specific criteria outlined in 
Rule 1, may be made under this rule. 
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Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
https://www.hertfordshire.gov.uk/media-library/documents/schools-and-
education/admissions/admissions-rule-2-process-document.pdf  
 
Definition of sibling: 
A sibling means the brother, half brother, adopted brother, child of the parent/carer or partner or a 
child looked after or previously looked after1, and in every case living permanently 2 in a placement 
within the home as part of the family household from Monday to Friday at the time of the 
application. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 
 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family.      
 
Children of Staff:  
The staff member must be: 

 the child’s parent by blood or adoption, or have legal parental responsibility for the child, 
OR 

 cohabiting with one of the child’s parents, 
AND 

have been living with the child in the same house Monday- Friday for a minimum of two years. 
 
Multiple births: 
Hitchin Boys’ School will admit over the school’s published admission number when a single 
twin/multiple birth child is allocated the last place at the school and an application has also been 
received for the other twin/multiple birth.  The exception to this is when the last place is offered to a 
child under the random element of the school’s rules. In these circumstances places will not be 
offered before allocation to the other twin/multiple births because it would compromise the random 
element of the allocation process. In these circumstances the school will admit above the PAN 
after the allocation process has been completed. 
 
Home address: 
The address provided must be the child’s current permanent address at the time of application.  ‘At 
the time of application’ means the closing date for applications. “Permanent” means that the child 
has lived at that address for at least a year and/or the family own the property or have a tenancy 
agreement for a minimum of 12 months.  
 
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 Tax 
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. 
 

                                                 
1 Children previously looked after are those children adopted or with a special guardianship order or child 
arrangements order. This definition was amended following a determination by the OSA in August 2014.  
2 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. 
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If your child is allocated a place under Rule 5, Children who live in the Hitchin Parish, the 
school will ask for evidence that the address provided is the child's permanent address at the time 
of application. This evidence must be received and verified when you accept the place and before 
the child can take up her place. Failure to provide this evidence may lead to the offer of a school 
place being withdrawn. 
 
Fraudulent applications: 
Hitchin Boys’ School, in liaison with Hertfordshire County Council, will do as much as possible to 
prevent applications being made from fraudulent addresses. Address evidence is frequently 
requested, monitored and checked and school places will be withdrawn when false information is 
deliberately provided.   Action will be taken in the following circumstances: 

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

 When a child lives at a different address to the applicant. 
 When the applicant does not have parental responsibility. 
 When a family move shortly after the closing date of applications when one or more of the 

following applies: 
o The family has moved to a property from which their application was less 

likely to be successful. 
o The family has returned to an existing property.  
o The family lived in rented accommodation for a short period of time (anything 

less than a year) over the application period. 
o Council tax information shows a different residence at the time of 

application. 
 When a child starts at the allocated school and their address is different from the address 

used at the time of application. 
 
Home to school distance measurement for purposes of admissions:  
A ‘straight line’ distance measurement is used for all home to school distance measurements for 
admission allocation purposes.  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. 
 
Definition of “nearest school”  
For allocations under rules 5 & 6 the “nearest school” is defined as the nearest Hertfordshire 
maintained non-faith, non-partially selective school or academy that caters for children of the 
appropriate gender.  
 
Priority Areas 
Priority areas are determined by administrative parishes/towns/unparished areas. Your home 
parish/town or unparished area is clearly identified on your Council Tax statement/bill. If you are 
unsure which area you live in you can use the “Find Your Nearest School” facility available at 
www.hertfordshire.gov.uk/admissions 
 
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. 
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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 Secondary 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 a panel of county council 
officers 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. 
 
Children Out of Year Group: 
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 governor’s 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 
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Admissions to Secondary School 

Parish places - Initial proportionality and subsequent redistribution example  

 

Initial parish places formula  
 
This formula is used by all single sex schools which use parish proportionality rules to determine how many places should be assigned to each individual parish. The 
calculation is undertaken after places have been allocated to children qualifying under a higher admission rule.     
 

 
Total on-time applicants from the individual parish (inclusive of applicants qualifying under a higher admission rule) x No of places remaining for allocation under parish proportionality rules 

_______________________________________________________________________________________________________________________________________ 
 

Total number of on-time applications from parishes in the priority area (inclusive of applicants qualifying under a higher admission rule) 
 

 

 
Note: In the case of both Hitchin Boys’ School and Hitchin Girls’ School, the figures for all 3 elements of this calculation exclude the Parish of Hitchin as applicants qualify 
under a rule separate from the parish proportionality rules.  

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------ 
 

Example of single sex parish proportionality calculation  
 
This example illustrates how parish proportionality places are calculated, and if necessary, redistributed.    
It does not reflect a previously administered allocation process and is provided purely to demonstrate both how the calculations work and are applied to each parish.  

 

Total number of places available at school  (Published Admission Number) 100 

Number of applicants allocated under higher admission rules (iteration 1) 50 

 
In this example, the school has a total of 100 places to allocate based on its Published Admission Number (PAN).   50 places are allocated to children who qualify for a place 
under a higher admission rule (SEN, Children Looked After, Social/Medical, Siblings, Children of Staff etc.) 
 
Note: In the case of both Hitchin Boys’ School and Hitchin Girls’ School, the ‘Hitchin parish’ rule is administered before parish proportionality is calculated, as both schools 
specifically assign 120 places to the parish of Hitchin. The ‘Hitchin parish’ rule is classed as a higher admission rule.  Proportionality is then calculated for the remainder  of 
parishes in the priority area. The parish of Hitchin is not included in the parish redistribution process. 
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Initial proportionality workings and parish places  
 

Total number of places available at school (Published Admission Number) 100 

Number of applicants allocated under higher admission rules (iteration 1) 50 

 
Therefore 50 places remain to be assigned to parishes in the priority area for allocation under the proportionality rules. The initial proportionality and parish places calculation 
for this example is as follows:  
 

 
*The initial allocation of places for each parish is rounded up or down in accordance with the following process:  

1. The “whole” number of places assigned to each parish is added up. In this example, 45 whole places have been assigned, which leaves 5 to assign.  
2. These 5 places are assigned to the parishes with the highest decimal place (maximum of 1 for each parish), i.e. Parishes G, H, I, B & C.  
3. We now have adjusted parish places. The remainder of the allocation process will retain this distribution of places across all parishes, unless a parish cannot 

fulfil its quota (i.e. there are no remaining children in that parish requiring a place). In the event that a parish cannot meet its quota, the ‘initial parish places as a 
%’ figure is used to help determine which parish(es) the unfulfilled place(s) should be redistributed too. 

  

Parish in the priority area  

Total on-time applicants from 
parish 

(inclusive of applicants qualifying under 
a higher admission rule) 

Initial parish places as a % 
(Total on-time applications from parish / Total 
on-time applicants from priority area x 100) 

Initial allocation of 
places for parish 

Adjusted allocation of places for 
parish* 

Parish A  12 15.18987 7.59494 7 

Parish B  9 11.39241 5.69620 6 

Parish C  1 1.26582 0.63291 1 

Parish D  5 6.32911 3.16456 3 

Parish E  5 6.32911 3.16456 3 

Parish F  0 0.00000 0.00000 0 

Parish G  14 17.72152 8.86076 9 

Parish H  25 31.64557 15.82278 16 

Parish I  6 7.59494 3.79747 4 

Parish J  2 2.53165 1.26582 1 

Total  79 100.00000 50.00000 50 
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Results of first iteration (round of allocations) and preparation for redistribution of places for second iteration  
 
The table below is designed to give an example of what could happen under the parish proportionality rules during an iteration.

Priority area 
parishes 

 
Adjusted initial 
allocation of 

places for parish 

 
Allocations made 

under parish 
proportionality rules 
during iteration 1 * 

 
Initial parish places as 

a % 
(Total on-time applications 
from parish / Total on-time 

applicants from priority area 
x 100) 

% Currently allocated to 
parish 

(Allocations made to parish under 

parish proportionality / Total number 
of places available at school for 

allocation under parish 
proportionality x 100) 

 
Applicants still 

requesting place 
from parish under 

parish 
proportionality rules 

(pre iteration 2) 

Parish does not have any 
remaining pupils 

requesting a place and 
therefore the place(s) 

must be redistributed to 
other parishes in the 

priority area 
(for iteration 2) 

Parish A  7 5 15.18987 10.00000 0 2 

Parish B  6 6 11.39241 12.00000 2  

Parish C  1 0 1.26582 0.00000 0 1 

Parish D  3 3 6.32911 6.00000 0  

Parish E  3 3 6.32911 6.00000 1  

Parish F  0 0 0.00000 0.00000 0  

Parish G  9 9 17.72152 18.00000 4  

Parish H  16 16 31.64557 32.00000 8  

Parish I  4 4 7.59494 8.00000 2  

Parish J  1 1 2.53165 2.00000 0  

Total  50 47 100.00000 94.00000 17 3 

 

 The number of allocations to some parishes can be less than the adjusted allocation figure for the parish as a result of applicants being successful at higher 
preference schools during the iteration e.g. 7 places would have been allocated to Parish A but, as the iteration ran across other schools, 2 children were 
successful in obtaining a place at higher preference schools, leaving 5 allocated at the end of the iteration.  

 
In this particular example, the outcome of the first iteration has meant that two parishes (A and C) have places remaining (3 in total) that need to be redistributed for 
allocation to other parishes in the priority area which still have children requesting a place. 
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Redistribution of ‘unused’ parish places (pre iteration 2) 
 
There are 3 places available for redistribution. Each of these places will be redistributed individually, by determining the most under-allocated or least over-allocated 
parish, as demonstrated below: 

 
First parish place to be redistributed  

 

 
 
The first parish place to be redistributed is assigned to Parish E because it is the ‘most under allocated’ parish with applicants still requesting a place (as shown by the 
negative figure).  
 
Parish E is assigned an additional place, and this is incorporated into the calculation before the second parish place is redistributed. 

Priority area 
parishes 

 
Adjusted initial 

allocation of places 
for parish 

 
Allocations made 

under parish 
proportionality rules 

(pre iteration 2) 

 
Initial parish places as a % 
(Total on-time applications from 
parish / Total on-time applicants 

from priority area x 100) 

% Currently allocated to 
parish 

(Allocations made to parish 

under parish proportionality / 
Total number of places available 

at school for allocation under 
parish proportionality x 100) 

 
Applicants still 

requesting place from 
parish under parish 
proportionality rules 

(for iteration 2) 

 
Most under 

allocated/least over 
allocated parish 

(% Currently allocated to 
parish – Initial parish 

places as a %) 

Parish A  7 5 15.18987 10.00000 0 - 5.18987 

Parish B  6 6 11.39241 12.00000 2 0.60759 

Parish C  1 0 1.26582 0.00000 0 - 1.26582 

Parish D  3 3 6.32911 6.00000 0 - 0.32911 

Parish E  3 3 6.32911 6.00000 1 - 0.32911 

Parish F  0 0 0.00000 0.00000 0 0.00000 

Parish G  9 9 17.72152 18.00000 4 0.27848 

Parish H  16 16 31.64557 32.00000 8 0.35443 

Parish I  4 4 7.59494 8.00000 2 0.40506 

Parish J  1 1 2.53165 2.00000 0 - 0.53165 

Total  50 47 100.00000 94.00000 17  
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Second parish place to be redistributed  
 

 
The second place to be redistributed is assigned to Parish G as it is the ‘least over allocated’ parish with applicants still requesting a place. Unlike the previously 
redistributed place, none of the parishes which are ‘under allocated’ (shown with a negative figure) have applicants still requesting a place; therefore a place cannot be 
assigned to those particular parishes.  
 
Parish G is assigned an additional place and this is incorporated into the calculation before the third parish place is redistributed.   

Priority area 
parishes 

 
Adjusted initial 

allocation of places for 
parish 

 
Allocations made 

under parish 
proportionality rules 

(pre iteration 2) 

 
Initial parish places as 

a % 
(Total on-time applications 
from parish / Total on-time 

applicants from priority area 
x 100) 

% Currently allocated to 
parish 

(Allocations made to parish 

under parish proportionality / 
Total number of places available 

at school for allocation under 
parish proportionality x 100) 

 
Applicants still 

requesting place from 
parish under parish 
proportionality rules 

(pre iteration 2) 

 
Most under 

allocated/least over 
allocated parish 

(% Currently allocated to 
parish – Initial parish 

places as a %) 

Parish A  7 5 15.18987 10.00000 0 - 5.18987 

Parish B  6 6 11.39241 12.00000 2 0.60759 

Parish C  1 0 1.26582 0.00000 0 - 1.26582 

Parish D  3 3 6.32911 6.00000 0 - 0.32911 

Parish E  3 4 6.32911 8.00000 0 1.67089 

Parish F  0 0 0.00000 0.00000 0 0.00000 

Parish G  9 9 17.72152 18.00000 4 0.27848 

Parish H  16 16 31.64557 32.00000 8 0.35443 

Parish I  4 4 7.59494 8.00000 2 0.40506 

Parish J  1 1 2.53165 2.00000 0 - 0.53165 

Total  50 48 100.00000 96.00000 16  
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Third parish place to be redistributed  
 

 
 
The third and final place to be redistributed is assigned to Parish H because it is the ‘least over allocated’ parish with applicants still requesting a place. As with the 
previously redistributed place, none of the parishes which are ‘under allocated’ (shown with a negative figure) have applicants still requesting a place; a place cannot 
therefore be assigned to those particular parishes.  
 
Parish H is assigned the final place in this redistribution process.    

 Priority area 
parishes 

 
Adjusted initial 

allocation of places 
for parish 

 
Allocations made 

under parish 
proportionality rules 

(pre iteration 2) 

Initial parish 
places as a % 

(Total on-time 
applications from 

parish / Total on-time 
applicants from 

priority area x 100) 

% Currently allocated to 
parish 

(Allocations made to parish 

under parish proportionality / 
Total number of places available 

at school for allocation under 
parish proportionality x 100) 

 
Applicants still 

requesting place from 
parish under parish 
proportionality rules 

(pre iteration 2) 

 
Most under 

allocated/least over 
allocated parish 

(% Currently allocated to 
parish – Initial parish 

places as a %) 

Parish A  7 5 15.18987 10.00000 0 - 5.18987 

Parish B  6 6 11.39241 12.00000 2 0.60759 

Parish C  1 0 1.26582 0.00000 0 - 1.26582 

Parish D  3 3 6.32911 6.00000 0 - 0.32911 

Parish E  3 4 6.32911 8.00000 0 1.67089 

Parish F  0 0 0.00000 0.00000 0 0.00000 

Parish G  9 10 17.72152 20.00000 3 2.27848 

Parish H  16 16 31.64557 32.00000 8 0.35443 

Parish I  4 4 7.59494 8.00000 2 0.40506 

Parish J  1 1 2.53165 2.00000 0 - 0.53165 

Total  50 49 100.00000 98.00000 15  
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Finalised parish redistribution workings prior to iteration 2  
 

 
 
The redistributed places are then allocated to the children who best meet the admission criteria from within each parish i.e. nearest applicants will qualify for a place 
before random applicants. The second iteration is then completed.   
 
If additional places are returned during any iteration, the redistribution process described above will reoccur. The iterative process continues until all children have been 
allocated their highest preference school possible.   
 

Priority area parishes Adjusted initial 
allocation of places 

for parish 

Allocations made 
under parish 

proportionality rules 
(pre iteration 2) 

Initial parish 
places as a % 

(Total on-time 
applications from 

parish / Total on-time 
applicants from priority 

area x 100) 

% Currently allocated to 
parish 

(Allocations made to parish 

under parish proportionality / 
Total number of places available 

at school for allocation under 
parish proportionality x 100) 

Applicants still 
requesting place 
from parish under 

parish proportionality 
rules 

(pre iteration 2) 

Most under 
allocated/least over 

allocated parish 
(% Currently allocated to 

parish – Initial parish 
places as a %) 

Parish A  7 5 15.18987 10.00000 0 - 5.18987 

Parish B  6 6 11.39241 12.00000 2 0.60759 

Parish C  1 0 1.26582 0.00000 0 - 1.26582 

Parish D  3 3 6.32911 6.00000 0 - 0.32911 

Parish E  3 4 6.32911 8.00000 0 1.67089 

Parish F  0 0 0.00000 0.00000 0 0.00000 

Parish G  9 10 17.72152 20.00000 3 2.27848 

Parish H  16 17 31.64557 34.00000 7 2.35443 

Parish I  4 4 7.59494 8.00000 2 0.40506 

Parish J  1 1 2.53165 2.00000 0 - 0.53165 

Total  50 50 100.00000 100.00000 14  
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Frequently asked questions about the parish proportionality calculation, the admission rules and the redistribution process  
 
1. The parish I live in was only assigned 2 places in the previous 2 years admission rounds. Does this mean it will receive 2 places again this year?  
 

No. The proportionality calculation is based entirely on the number of applications received from parishes in the priority area in that specific year. The number 
of applicants changes from year to year. The number of children allocated under the higher admission rules can also have an impact.  

 
2. Is it possible for children living in the priority area who qualify on a random basis to be allocated and those that have it as their “nearest school” not? 
 

Yes. Once the parishes are assigned their quota using the parish proportionality calculation, the admission rules are applied to each parish individually. It is 
therefore possible that a parish local to the school, where children qualify under the “nearest school” rule, may not have enough places available under the 
proportionality calculation for all children for whom it is the “nearest” school.  A more distant parish may only have children who qualify for the school on a 
random basis, and therefore will only allocate children under this rule.  

 
3. I live in a priority area parish and have established that I will be considered for the school on a random basis. Do I stand a better chance of being 
allocated the single sex school if I put it down as my first preference?  
 

No. Each applicant who is considered on a random basis is treated equally. Every applicant is assigned an individual random number prior to each iteration¹ 
and this number will be used during the allocation process.     

 
4. During the redistribution process, what happens in the event that 2 or more parishes are equally entitled to the next place? 
 

The parish is selected randomly by the system.   
 
5. What happens if a child allocated under a higher admission rule is then successful in obtaining a place at a higher preference school later in the iterative 
process? Is this place redistributed for allocation to a parish in the priority area? 
 

Yes. Any places which are returned from higher admission rules later in the process are reallocated through the redistribution process. The parish entitled to 
the place will be the parish that is the most under allocated / least over allocated at that point in time.      

 
6. What happens during the iterative process if there are not enough applicants in the priority area to allocate up to the school’s Published Admission 
Number (PAN)? 
 

The school would move on to the next admission rule in their arrangements, which will normally involve children living outside of the priority area.  
 
 
 
 
 
¹ School Admissions Code – December 2014: Section 1.35   
 



 
 
Please complete this form and return to:  
Mrs J Lansdown, Head of Sixth Form, Hitchin Boys’ School, Grammar School Walk, Hitchin, Herts SG5 1JB 
 

 

Student Name: 

Date of Birth: 
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Telephone Number: 

Email: 

Current School Address: 

 

 

 

Telephone Number: 

CURRENT GCSE SUBJECTS TARGET GRADE 

  

  

  

  

  

  

  

  

  

  

  

  

  

REGISTRATION FOR ENTRY TO THE SIXTH FORM AT 

HITCHIN BOYS’ SCHOOL IN SEPTEMBER 2018 



 

Please list in order of preference the subjects you would like to study in Year 12 (Students 

are normally expected to make four initial choices): 

 

1. 

2. 

3. 

4. 

Notes: 

Please use this box to provide any other useful contact details  

 

Name(s): 

 

 

Relationship to student: 

 

 

Telephone: 

 

Email: 

 

 

Notes: 

Student Signature:       Date: 
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Hitchin Girls’ School  

Determined Admission Arrangements 2019/2020 
 
The admission number for September 2019 is 210. Girls will be admitted at the age of 11 or after having 
completed National Curriculum Year 6. 
 
The school participates in the Hertfordshire Local Authority co-ordinated scheme for Admissions and all 
deadlines within that should be adhered to by applicants.  
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit a 
child with a statement of special educational needs that names their school. The school will also admit 
any child with an Education Health and Care Plan that names the school. 
 

If there are fewer applications than places available, all applicants will be offered a place. If there are 

more applications that places available, the criteria outlined below will be used to allocate places.   

Rule 1 Children looked after (in public care) and children who were previously looked after, but 
ceased to be so because they were adopted (or became subject to a child arrangements order or a 
special guardianship order).  
 
Rule 2 Medical or Social: Children for whom it can be demonstrated that they have a particular medical 
or social need to go to the school. 
A panel of Hertfordshire County Council officers will determine whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule. The evidence must relate specifically to the 
school applied for under Rule 2 and must clearly demonstrate why it is the only school that can meet the 
child’s needs. 
 
Rule 3 Siblings living in the priority area: Children who live in the priority area, (including for this 
purpose the parish of Baldock), and who have a sibling at the school at the time of application, excluding 
sisters who a) first entered the school in the Sixth Form (Year 12) or b) are in Year 13 which is the last 
year of the normal age range of the school.* 
 
* However numbers allocated to siblings from the parish of Letchworth are subject to the limit mentioned below - 
see rule 6. 

 
Rule 4 Children of Staff: Children of permanent members of staff whose permanent home address is in 
the Priority Area for Hitchin Girls’ School and who are a) directly employed by Hitchin Girls’ School and 
b) will have been employed at the school for a minimum of two years at the time the applicant would be 
admitted to the school or have been recruited to fill a vacant post for which there is a demonstrable skills 
shortage. 
 
Children who live in the priority area¹ 
  
Rule 5 - Children who live in the parish of Hitchin. 
 
The school will allocate 120 places to children whose permanent home address is in the parish of 
Hitchin.  
 
In the event of more than 120 applications for consideration under this rule, places will be allocated as 
follows: 
 

a) firstly to girls for whom it is their nearest Hertfordshire maintained school or academy that is 
non-faith and non-partially selective and makes provision for children of the relevant gender; 
 

b) secondly, if there are places remaining, to girls in the parish of Hitchin for whom it is not their 
nearest Hertfordshire maintained school or academy that is non-faith and non-partially 
selective and makes provision for children of the relevant gender.   
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The tiebreak for rule 5a and 5b is distance², with those that live closest to the school having the highest 
priority. 
 
A maximum of 120 places will be allocated under this rule. If fewer than 120 places are allocated, the 
balance will be added to the places available to applicants from the rest of the priority area and 
distributed under rule 6. 
 
Rule 6 - Children who live in the rest of the priority area by parish, on a proportional basis. 
 
Any remaining places will be allocated to each parish/unparished area or town in the rest of the priority 
area in proportion to the number of applications made, with the exception of the Parish of Letchworth 
where the total number of places allocated under rules 1 to 6 will not exceed 20. In the event of there 
being more applications than places available to a particular parish/unparished area or town, places will 
be allocated as follows: 
 

a) to girls for whom it is their nearest Hertfordshire maintained school or academy that is non-
faith, non-partially selective and makes provision for children of the relevant gender; 

 
b) to girls for whom it is not their nearest Hertfordshire maintained school or academy that is non-

faith and non-partially selective and makes provision for children of the relevant gender.   
 

The tiebreak for rule 6a is distance², with those that live closest to the school having the highest priority. 
The tiebreak for rule 6b differs, with all places being allocated on a random³ basis. 
 
Any unused places are reallocated to parishes to remain as near to the originally established proportions 
as possible. This is achieved by considering each place to be redistributed in turn and assigning it to the 
most under allocated/least over allocated parish.  
 
If, following the distribution of places through parish proportionality, all applications in the rest of the 
priority area have been satisfied and places remain available, they will be allocated firstly to any 
outstanding applicants from Hitchin prioritised as outlined in Rule 5 and then to any outstanding 
applicants from the parish of Letchworth, prioritised as outlined above. 

 
Children who live outside the priority area 
 
Rule 7 Siblings living outside the priority area: Children who live outside the priority area and who 
have a sibling at the school at the time of application, excluding sisters who a) first entered the school in 
the Sixth Form (Year 12) or b) are in Year 13 which is the last year of the normal age range of the 
school.  
 
Rule 8 Random 
Any remaining places will be offered to children living outside of the priority area, on a random³ basis. 

Notes 

¹ The priority area for Hitchin Girls’ School is based on the following towns / parishes / 

unparished areas:  

Codicote, Graveley, Hexton, Hitchin, Holwell, Ickleford, King’s Walden, Knebworth, Langley, Letchworth 

Garden City, Lilley, Offley, Pirton, Preston, St. Ippolyts, St. Pauls Walden, Weston, Wymondley 

² A ‘straight line’ distance measurement; from the address point of the child’s home, supplied by Address 

Base Premium, to the address point of the school is used in all home to school distance measurements 

for community and VC schools in Hertfordshire and will also be used by Hitchin Girls’ School. The 

measurement is undertaken by a computerised mapping system to two decimal places.  

³ Places will be allocated on a random basis, based on the principle that every child will be allocated an 

individual random number once their name has been entered onto the HCC admissions database. If a 

preference is expressed for Hitchin Girls’ School, this number will be used in the random process. HCC 

undertakes the random allocation process independently on behalf of the school. 
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Tiebreak  
These rules are applied in the order they are printed above.  If more children qualify under Rules 1, 2, 3, 
and 4 than there are places available, a tie-break will be used by applying the next rule to those children.  
 
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 
logically this will be on the ground floor and therefore closer. If there are two identical addresses of 
separate applicants, the tie break will be random 
 
Continuing Interest Lists (Waiting Lists) 
After places have been offered, Hertfordshire County Council will maintain the school’s continuing 
interest (waiting) list. A child’s position on the CI list will be determined by the admission criteria outlined 
above and a child’s place on the list can change as other children join or leave it. The county council will 
contact parents/carers if a vacancy becomes available and it can be offered to a child.  
Continuing interest lists will be maintained for every year group until the end of the summer term. To 
retain a continuing interest a new In Year application must be made for the next academic year.  
 
In Year Admissions 

The school is part of the Hertfordshire County Council’s coordinated In Year admissions scheme. In year 

applications should be made online at www.hertfordshire.gov.uk/admissions A paper application form 

can be requested from the Customer Service Centre, 0300 123 4043.  
 

Places will first be allocated in accordance with rules 1-4 above and then as follows: 
 

Rule 5: Children who live in the priority area (including for this purpose the parish of Hitchin) for whom it 
is their nearest Hertfordshire maintained school or academy that is non-faith, non-partially selective and 
makes provision for children of the relevant gender. 
 
If more children qualify under rule 5 than places are available, the tiebreak would be those that live 
closest to the school. 
 
Rule 6: Children in the priority area on a random basis 
 
Rule 7 Siblings living outside the priority area: Children who live outside the priority area and who have a 
sibling at the school at the time of application, excluding sisters who a) first entered the school in the 
Sixth Form (Year 12) or b) are in Year 13 which is the last year of the normal age range of the school.  
 
Rule 8: Children outside the priority area on a random basis. 
 

Parish proportionality will not be taken into account for In Year allocations.   
 

Fair Access  

The school participates in the Hertfordshire County Council’s Fair Access protocol and will admit children 

under this protocol before children on continuing interest.  
 
Sixth Form admission arrangements 
The School will admit to its Sixth Form any student of the appropriate age with a Statement of SEN or an 

EHCP that names the school. 

The schools will admit up to 30 external students to its Sixth Form. 

 
Minimum academic entry requirements are 5 GCSE passes at Grade C or above, including Grade 4 
English and Maths for A level courses. Some subjects will require a B grade at GCSE. 5 GCSE passes 
at A*-G for all other courses. 
 
If the school is oversubscribed, priority will first be given to: 

i) Children looked after or previously looked after.  
ii) Children for whom it is their nearest Hertfordshire maintained school or academy that is non-

faith and non-partially selective and makes provision for children of the relevant gender 
iii) Distance (if two applicants have the same home-school distance both shall be admitted) 
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Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their online 
application and click on the link “register an appeal”. Out of county residents and paper applicants should 
call the Customer Service Centre on 0300 123 4043 to request their registration details, log into 
www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals system. For in-year 
admissions, the county council will write to you with the outcome of your application and, if you have 
been unsuccessful, will include registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 
 

 
 
 
Explanatory notes and definitions for the admission arrangements for 
Hitchin Girls’ School for 2019/20 
 
The following definitions apply to terms used in the admissions criteria: 

Rule 1: Children looked after and children who were previously looked after, but ceased to be so 
because they were adopted (or became subject to a child arrangements order1 or a special 
guardianship order2) 
 
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 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 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). 
 

All children adopted from care who are of compulsory school age are eligible for admission under rule 13. 
 
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 
arrangements 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. 
 

 
Rule 2: Children for whom it can be demonstrated that they have a particular medical or social 
need to go to the school 
 
Rule 2 applications will only be considered at the time of the initial application, unless there has been a 
significant and exceptional change of circumstances within the family since the initial application was 
submitted. 

                                                           
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. 

http://www.hertfordshire.gov.uk/schoolappeals
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The school governing body has delegated rule 2 decision making to Hertfordshire County Council. 
Decisions will be made by a panel of 3 HCC officers and parents/carers will be notified of the outcome of 
their rule 2 applications within 40 working days of the secondary transfer closing date. 
 
All schools in Hertfordshire have experience in dealing with children with diverse social and medical 
needs. However in a few very exceptional cases, there are reasons why a child has to go to one specific 
school. 
 
Few applications under Rule 2 are agreed. 
 
All applications are considered individually but a successful application should include the following: 

a. Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or 

b. Professional evidence that outlines exceptional family circumstances making clear why only 
one school can meet the child’s needs 

c. If the requested school is not the nearest school to the child’s home address clear reasons 
why the nearest school is not appropriate 

d. For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential. 

 
Evidence should make clear why only one school is appropriate.    
 
Applications under Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example, a doctor, psychologist or police officer.  The supporting 
evidence needs to demonstrate why only one named school can meet the social/medical needs of the 
child. 
 
Applications for children previously ‘looked after’ but not meeting the specific criteria outlined in Rule 1, 
may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
https://www.hertfordshire.gov.uk/media-library/documents/schools-and-
education/admissions/admissions-rule-2-process-document.pdf 
 

 
Definition of sibling: 
 
A sibling is defined as: the sister, half sister, adopted sister, child of the parent/carer or partner or a child 
looked after or previously looked after4, and in every case living permanently 5 in a placement within the 
home as part of the family household from Monday to Friday at the time of the application. 
 
A sibling must be on the roll of the named school at the time the younger child starts or have been 
offered and accepted a place. 
 
If a place is obtained for an older child using fraudulent information, there will be no sibling connection 
available to subsequent children from that family.      
 

 
Children of Staff:  
 
The staff member must be: 

 the child’s parent by blood or adoption, or have legal parental responsibility for the child, OR 

 cohabiting with one of the child’s parents, 

                                                           
4 Children previously looked after are those children adopted or with a special guardianship order or child 
arrangements order. This definition was amended following a determination by the OSA in August 2014.  
5 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. 

https://www.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf
https://www.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf
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AND 
have been living with the child in the same house Monday- Friday for a minimum of two years. 
 

 
Multiple births: 
 
The School will admit over the school’s published admission number when a single twin/multiple birth 
child is allocated the last place at the school and an application has also been received for the other 
twin/multiple birth.  
 

 
Home address: 
 
The address provided must be the child’s current permanent address at the time of application.  ‘At the 
time of application’ means the closing date for applications. “Permanent” means that the child has lived 
at that address for at least a year and/or the family own the property or have a tenancy agreement for a 
minimum of 12 months.  
 
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 Tax 
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. If two different applications are received 
for the same child from the same address, e.g. containing different preferences, the application from the 
parent in receipt of child benefit will be processed if the applications cannot be reconciled. 
 
If your child is allocated a place under Rule 5, Children who live in the Hitchin Parish, the school will ask 
for evidence that the address provided is the child's permanent address at the time of application. 
This evidence must be received and verified when you accept the place and before the child can take up 
her place. Failure to provide this evidence may lead to the offer of a school place being withdrawn. 

 

 
Fraudulent applications: 
 
Hitchin Girls’ School, in liaison with Hertfordshire County Council, will do as much as possible to prevent 
applications being made from fraudulent addresses.  
 
Address evidence is frequently requested, monitored and checked and school places will be withdrawn 
when false information is deliberately provided.   Action will be taken in the following circumstances: 

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

 When a child lives at a different address to the applicant; 

 When the applicant does not have parental responsibility; 

 When a family move shortly after the closing date of applications when one or more of the 
following applies: 

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

o The family has returned to an existing property;  
o The family lived in rented accommodation for a short period of time (anything less than a 

year) over the application period;  
o Council tax information shows a different residence at the time of application; 

 When a child starts at the allocated school and their address is different from the address used at 
the time of application. 

 

 



 

Page 7 of 8 

Home to school distance measurement for purposes of admissions:  
 
A ‘straight line’ distance measurement is used for all home to school distance measurements for 
admission allocation purposes.  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. 
 

 
Definition of “nearest school”  
 
For allocations under rules 5 & 6 the “nearest school” is defined as the nearest Hertfordshire maintained 
school or academy that is non-faith, non-partially selective and caters for children of the appropriate 
gender.  
 

 
Priority Areas 
 
Priority areas are determined by administrative parishes/towns/unparished areas. Your home 
parish/town or unparished area is clearly identified on your Council Tax statement/bill. If you are unsure 
which area you live in you can use the “Find Your Nearest School” facility available at 
www.hertfordshire.gov.uk/admissions 
 

 
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. 
 
 
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 Secondary 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.  
 
Applications will also be considered, and places offered in advance for these families, if the application is 
accompanied by an official letter that declares a relocation date but does not provide a quartering or unit 
address because the family will be residing in private accommodation. In these cases, if the family does 
not already have a permanent private address in Hertfordshire, the military base or alternative “work” 
address in Hertfordshire will be used for allocation purposes. 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* 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 a panel of county council officers and 
communicated with parents within 6 weeks of the closing date for applications. 

http://www.hertfordshire.gov.uk/admissions
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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. 
 
*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. 

 

 
Children Out of Year Group 
 
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 governor’s 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. 
 
 



 
Hitchin Girls’ School 

External Student Options Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Entry: September 2019 
 



 

 
 

Dear Parents and Students, 

 

We are pleased that you are interested in joining our Sixth Form. Hitchin Girls’ School is a vibrant and 
welcoming Sixth Form. Our students often describe belonging to the school as belonging to an extended 
family. At Hitchin Girls’ School we work closely with our students and parents to enable students to meet 
their academic potential. Whilst achievement in academic subjects is important we believe that the 
development of students’ personal skills is imperative. To support students outside their subjects we offer a 
wide range of enrichment opportunities throughout the year to enable student to develop their personal 
skills and help them prepare for their future courses and careers. These can be in the form of more 
structured opportunities such as supporting students in completing the Extended Project Qualification and 
Sports Leaders Courses to more informal opportunities such as careers talks, UCAS workshops, Oxbridge 
training etc. The informal opportunities vary from year to year and are dependent on students’ needs and 
opportunities that present themselves throughout the year. Some examples of informal opportunities over 
the past few years are listed below: 

• Running The Young Person of the Year Award 
• Working with the University of Hertfordshire to develop a student survey for the World Health 

Organisation 
• Oxbridge support 
• HGS careers fair 
• Talks by academics on studying: 

o Law  
o Linguistics 
o Studying at Cambridge 
o Accountancy 

• Apprenticeship talks 
• How to write a personal statement 
• Gap Year presentations 
• Students Finance Talk for Students and parents 
• HOPE UK  workshop 

Increasingly universities are looking beyond students grades and assessing where they have developed 
their knowledge and skills outside the classroom. To support our students we provided detailed careers 
guidance through our careers guidance service and strongly encourage students to undertake work 
experience related to their courses. 

We also run an Ambassadors programme which all students are expected to volunteer 2 hours of their 
time per week. Through the programme students are able to work either in school within departments or 
within the local community on a voluntary basis. The programme has been running for a number of years 
and has benefited our students tremendously in developing their confidence and through being able to work 
in professional environments. 

I look forward to reading your letter of application. If you would like any additional information please 
contact the school either by e-mail or by telephone. 

Miss Stojko  

Director of Sixth Form 



Year 11 Sixth Form Subject Choices  
To be completed and returned to Hitchin Girls’ School 

 
Students First Name:  
 
 
 

Students Surname: 

Students Date of Birth 
 
 

 

Students Home Address 
 
Number:  

 
Street  

 
County  

 
Postcode  

 
Parents E-mail 
 

 
 

Parents E-mail 
 

 

Students E-mail  
 

Home 
Telephone 
Number 
 

 

Mobile 
Telephone 
number 

 

Current School 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



Preliminary Choices for AS Courses 
Please indicate your choices in ORDER OF PREFERENCE. All students should initially choose 3 subjects.  
A reason must be given as to why you have chosen each subject. A list of subjects is provided at the end of 
this pack. 
 
 AS Subject 
1 
 
 

 
 

2 
 
 

 
 

3 
 
 

 
 

 
 
If you wish to study Further Maths please indicate this as your fourth option. Maths should also be in the 
main options above. If you are currently expected to achieve A/A*/7+ at GCSE you may with wish to select 
a fourth options. Students are advised that universities will make their offers based on 3 A-levels at the end 
of year 13.  
 
4 
 
 

 

 
 
 
In addition to students can also opt to study the Extended Project Qualification and  Community Sports 
Leadership. These are timetabled lessons. If you wish to select one of the options as an additional 
enrichment please select below.  
 

 
 
 
 
 
 

Community Sports Leadership  Level Three Extended Project Qualification  
 

 
          

 
 
 
 

        Student’s Signature…………………………………………………………………………………… 
              
              

 
Please post your options form to Hitchin Girls’ School and address to: 

 Miss Stojko 
Hitchin Girls’ School, 

Highbury Road 
Hicthin 

SG4 9RS 
 



 
 
 
 

SUBJECTS AVAILABLE TO STUDY IN THE SIXTH FORM 2018 – 2020 
(as at February 2018 and subject to change) 

 

A LEVEL SUBJECTS Music 

Art and Design (Fine Art or Photography) Philosophy and Ethics 

Biology Physical Education 

Business Studies Physics 

Chemistry Psychology 

Classical Civilisation Spanish 

Computer Science Sociology 

Design and Technology  
- Graphics  

Design and Technology 
 - 3D Product Design  

  Drama and Theatre Studies  

Economics  

Economics and Business Studies Others  
 

English Language and Literature Level 3 Diploma 
Food Science and Nutrition 

English Literature Health & Social Care Level 3 Technical or 
BTEC L3 Extended Certificate 

French BTEC Level 3 in Business 
- counts as two options 

Geography ICT Level 3 Cambridge Technical 
 

German Performing Arts BTEC Level 3  
Extended Certificate  
 Government and Politics Music Technology BTEC Level 3  
Subsidiary Diploma 

History  

Latin  

Mathematics  

Further Mathematics  
  

Media Studies  
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ADMISSIONS POLICY FOR ENTRY TO YEAR 7 IN SEPTEMBER 2019

ADMISSION NUMBERS

The Admission Numbers for Year 7 are as follows:

Year of Entry Day Board Total

7 68 52 120

We received significantly more applications for September 2018 entry than the 120 places published.

OVERVIEW

Hockerill Anglo-European College is a co-educational state day and boarding school with academy status.  

It has a significant proportion of boarding students and is, therefore, essentially organised and staffed as 

a boarding school: but within this boarding structural framework, it also serves as a centre of educational 

excellence for the local community. It attaches great importance to the international dimension of the College 

community and the curriculum as well as to its status as a high performing school specialising in languages and 

music. It intends to remain relatively small and to continue to develop a challenging academic curriculum. In 

the Lower College this is modelled on the International Baccalaureate (IB) Middle Years Programme and within 

the Sixth Form the College offers only the academically demanding IB Diploma Programme.

The Governors would like to encourage applications from parents who will actively support the College’s 

traditional values on behaviour, dress and prep and whose children will make the most positive contribution 

to the College’s strong sense of community, its outstanding range of extra- curricular opportunities 

(including sport, music and drama) and its unique international ethos.

If there are more applications than places available, then places will be allocated by applying the criteria 

under “Oversubscription Criteria” below, for day places or boarding places as the case may be.

Application Procedure

DAY PLACES

The day student admissions procedure is set within the nationally co-ordinated arrangements. A Secondary 

Transfer Form (STF) must be submitted by Hertfordshire residents to the Local Authority by 31 October 2018. 

Residents outside Hertfordshire should comply with their own local authority’s arrangements where necessary.

Parents/Carers should also complete the College’s Day Supplementary Information Form (SIF) and return it to 

the College by 31 October 2018. If a Supplementary Information Form is not completed the governing body 

will apply their admission arrangements using the information submitted on the Secondary Transfer Form 

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

If there are more applications for day places than there are day places available, then places will be allocated 

by applying the following criteria in the order set out below:

1.  Children who are looked after by a Local Authority in England and Wales, in accordance with Section 

22 of the Children Act 1989 and children who were looked after and ceased to be so because they 

were adopted, or became subject to a child arrangement order or special guardianship order.

2.  Children who have a sibling as a day student at the College at the time of application unless the 

sibling is in the last year of the normal age range of the school, [Year 13] or the sibling has already 

indicated that he or she will not be attending the school at the date of admission. A sibling means the 

sister, brother, half brother or sister, or foster sibling, or child of the parent /carer permanently living at 

the same address as that brother or sister.

3.  Children who are successful in gaining one of the places available to those who demonstrate the 

greatest aptitude for modern foreign languages and/or music.  12 places may be allocated in this way. 

7 of these places will be based solely on aptitude for languages, 3 will be based solely on aptitude for 

music and 2 on a combination of both languages and music. Please see the Aptitude Tests description 

overleaf.

4.  Children of staff directly employed by the school in either or both of the following circumstances:

 •   where the member of staff has been employed for two or more years at the time at which the 

application for admission to the school is made, and/or

 •  the member of staff is permanently employed to fill a vacant post for which there is a 

demonstrable skill shortage, where the child would require the place at the time of the member 

of staff taking up the post.

  Children of staff are those where the staff member is the child’s parent by blood or adoption, or the 

member of staff has legal parental responsibility for the child. The child must have lived at the same 

address as the parent employed by the school for at least one year at the time of application.

5. Any further places will be allocated in the following manner:

 •  Up to 33% of these places will be allocated to pupils attending the following schools: All Saints, 

St.Joseph’s, Summercroft, Thorn Grove, Windhill21.

 •  Up  to  33%  of  these  places  will  be  allocated  to  pupils  attending  the  following  schools: 

Hillmead, Manor Fields, Richard Whittington, Northgate, St.Michael’s, Thorley Hill.

 • Up to 33% of these places will be allocated to pupils attending other schools.

In the case of oversubscription within any criterion, priority will be given to children who live nearest to the 

College measured by using the Hertfordshire Local Authority’s computerised mapping system. 

Distance Measurements

Distances are measured using the computerised mapping system to two decimal places. The measurement is 

taken from the address point of your child’s house to the address point of the school. Address point data is a 

nationally recognised method of identifying individual residences (see clarification below).
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This is an objective method of measuring home to school distances consistently when applying admission 

rules. It does not take into account the actual or expected route a child will travel to school. When 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 logically this will be on the 

ground floor and therefore closer.  If there are two identical distances of separate applicants, the tie break 

will be random.

Clarification of Address Point data

The address point coordinates used for admissions purposes are those found in the Ordnance Survey 

AddressBase Premium data and these are assigned by the Local Land and Property Custodian who compiled 

the relevant Local Land and Property Gazetteer (in this case East Hertfordshire). Hertfordshire County Council 

do not modify the coordinates.

AddressBase Premium data is a nationally recognised method of identifying the location of addresses. If a 

point falls within the building footprint it is considered to meet the Ordnance Survey AddressBase product 

specification regardless of whether it is at the centroid or not. The dataset includes information from the 

National Land and Property Gazetteer (NLPG), Royal Mail Postal Address File (PAF) and Ordnance Survey 

MasterMap; and provides the most comprehensive view of addresses and properties at all stages of a 

property and address lifecycle - from planning permission to historic addresses.

Statement of Special Educational Needs / Educational Health and Care Plan

In considering applications for admissions the College, in common with all other schools, is required to 

admit any child with a statement of special educational needs that names the College. The College will also 

admit a child with an Education Health & Care Plan that names the College.

Multiple Births

At secondary transfer, the twin or multiple birth sibling of any child allocated a place will be admitted.

Aptitude Tests

Parents who wish their children to take the Aptitude Tests must submit the Test Application Form by  

1 October 2018.  Parents will be notified of the results of the tests before the Local Authority closing date 

for the return of their application form. If, on receiving these results, parents decide they wish to apply to 

the College they must list it as one of their preferences on their home Local Authority Application Form. 

Parents should be aware the results of the tests do not guarantee a place at the school.

The Aptitude Tests will take place at the College on 6 October 2018.  The language and music aptitude 

tests do not assess a child’s current abilities but rather their propensity to acquire competence in these areas 

in the future. They seek to determine a child’s aptitude towards developing these skills. In languages they 

seek to determine the propensity for sound-symbol association, sensitivity to grammatical structure, aptitude 
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to hear speech sounds as well as for auditory comprehension. In music they seek to determine aptitude for 

identifying and developing the essential elements of music, pitch, rhythm and musical sensitivity.

The Aptitude Tests are open to all applicants. Applicants may sit either or both tests.

 

NOTES FOR DAY APPLICANTS

1.  Parents/carers should note that the College have a timetable that operates from Monday – Saturday, 

with lessons finishing at 12.15pm on Saturdays.

2.  Those wishing to apply for a day place may also apply for a boarding place providing these are listed as 

separate choices on the application to the local authority. Applications for each are treated separately 

and, therefore, the oversubscription criteria for day would be applied to the day application and the 

oversubscription criteria for boarding would be applied to the boarding application.

3.  Decisions on allocation of places will be communicated in line with the nationally co-ordinated process 

on 01 March 2019.

4.  Parents/carers will be asked to confirm acceptance of any day place offered and lack of confirmation 

of acceptance may lead to withdrawal of an offer of such a place.

5.  In the event that a child is not allocated a place at the College Parents/carers can request a place 

on the continuing interest list within the timescale specified by the relevant Local Authority. It is the 

responsibility of the parents/carers to contact the school to state their continued interest at the start 

of each academic year. Parents/carers also have the right to appeal to an Independent Appeal Panel: 

details may be obtained by contacting the Registrar at the College.

Additional Statutory Information:

A number of Hockerill’s key policies are available on the website www.hockerill.com

The governors’ policy on special educational needs is available upon request.

BOARDING PLACES

Application Procedure

There are three different types of boarding at the College. Full Boarding, Weekly Boarding and Flexi 

Boarding. A more detailed description of these can be found on the College website. The College is a 

state boarding school and the Governors are committed to providing an education which combines the 

best aspects of boarding school life with the benefits of strong links internationally. In order to be eligible 

for admission to the College, prospective students (or their parents/carers) must have full UK citizenship or 

citizenship of another member state of the European Union or European Economic Area or Switzerland or 

have other legitimate residential status within the UK which confers the right to education at public expense. 

The College may require proof of eligibility before processing an application.
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The boarding student admissions procedure is set within the nationally co-ordinated arrangements. A 

Secondary Transfer Form (STF) must be submitted by Hertfordshire residents to the Local Authority by the 

closing date. Residents outside Hertfordshire should comply with their own local authority’s arrangements 

where necessary.  Applicants living overseas should apply directly to the College.

Parents/carers should also complete the College’s Boarding Supplementary Information Form and return it to the 

College by the closing date for application. If a Supplementary Information Form is not completed the governing 

body will apply their admission arrangements using the information submitted on the information provided to us 

by the relevant local authority only, which may result in your application being given a lower priority.

Parents/carers of prospective applicants should also read carefully: Notes 1 and 2 “Conditions applying to all 

applicants for boarding admission” and “Suitability for Boarding”

OVERSUBSCRIPTION CRITERIA

Once a candidate has been established as suitable for boarding, and if there are more applications than 

places available, places will be allocated using the following criteria in the order set out below:

The following criteria apply in the event of oversubscription for boarding places.

1.  Children who are looked after by a Local Authority in England and Wales, in accordance with Section 

22 of the Children Act 1989 and children who were look after and ceased to be so because they were 

adopted, or became subject to a child arrangement order or special guardianship order.

2.  Children of members of the UK Armed Forces who qualify for Ministry of Defence financial assistance 

with the cost of boarding school fees.

3.  Candidates who have satisfied the Governing Body that they have a significant degree of boarding 

need (see below).  Evidence which clearly demonstrates why there is a compelling case for boarding 

need to support the case for admissions must accompany the application and will be treated in the 

strictest confidence. For example; a letter from an appropriate professional.

4.  Children who have a sibling as a boarding student at the College at the time of application unless the 

sibling is in the last year of the normal age range of the school, [Year 13] or the sibling has already 

indicated that he or she will not be attending the school at the date of admission. A sibling means the 

sister, brother, half brother or sister, or foster sibling, or child of the parent /carer permanently living at 

the same address as that brother or sister.

5.  Should any places remain after applying the above criteria the Governors will use a random allocation 

system.

Boarding Need

This category includes but is not limited to children of Crown Servants serving abroad; children at risk or with 

an unstable home environment; children whose parent/s spend much of the year abroad for work purposes; 

children whose parent/s is/are temporarily or permanently resident abroad; children who will be subject to 
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a high degree of mobility over the next 7 years; children whose parents’ work pattern compromises their 

effective care outside the normal day school hours.

The Governors’ Admissions Panel (the Panel) consider all applications that make a case for boarding need 

very carefully. The Panel consists of the Principal and two other governors. In reviewing each application 

the Panel considers all the submitted evidence on a case by case basis and uses their experience to rank the 

boarding need of each applicant based on the strength of the case. Places are then offered to those ranked 

highest.

NOTES FOR BOARDING APPLICANTS

Conditions applying to all applicants for boarding admission

a)  Applicants for a boarding place at Hockerill Anglo-European College must have full UK citizenship 

or citizenship of another member state of the European Union or European Economic Area or 

Switzerland or have other legitimate residential status within the UK which confers the right to 

education at public expense. The College may require proof of eligibility before processing an 

application.

b)  All applicants must attend for an interview to establish suitability for boarding as stated in the 

Admissions Code published by the Department for Education (DfE).

c)  Applicants whose parents do not normally live in the UK or who travel frequently away from home 

may be required to identify an adult guardian who resides within reach of the College.

d)  All applicants for boarding places may be asked to verify ability to pay the boarding fees and expenses 

incurred at the College and to pay a deposit as acceptance of the place on receipt of an offer.

e)  Those wishing to apply for a day place may also apply for a boarding place providing these are listed as 

separate choices on the application to the local authority. Applications for each are treated separately 

and, therefore, the oversubscription criteria for day would be applied to the day application and the 

oversubscription criteria for boarding would be applied to the boarding application.

Suitability for Boarding

 The College has a legal duty to safeguard and promote the welfare of its boarders. The College takes the 

duty seriously and ensures that all reasonable steps are taken to discharge this duty.

 Candidates for boarding places are assessed to determine their suitability for boarding in the Michaelmas 

term and prior to the application of the oversubscription criteria. This is to determine whether a candidate 

would if admitted present a serious health and safety hazard to other boarders and whether a candidate 

would be able to cope and benefit from a boarding place.

This assessment includes the following:

a)  An interview or interviews, which includes the opportunity for each child to be present without their 

parents/carers.

b)  Information from the candidate’s present school and/or a previous school where the candidate is not 

currently at school or has recently changed school.
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c)  Consideration of any other information that the parent/carer of the candidate may wish to provide to 

support the candidate’s application or which may be provided at the request of the parent/carer by 

another person

d)  Information provided by a Local Authority (or equivalent authority outside England and Wales) where 

relevant.

In determining whether or not a candidate is suitable to board, Hockerill Anglo-European College has regard 

to the following questions:

 Does the candidate wish to board?

  Does the candidate have experience of staying away from their parents/carers whether or not they are 

currently a boarder?

 Does the candidate show evidence of self-reliance and independence?

 Does the candidate show evidence of understanding and relishing the challenges of a communal life?

  Does the candidate show understanding of the responsibilities of being a member of a boarding 

community?

  Is there any medical or psychological reason why boarding would not be appropriate, or any need that 

could not be met by reasonable adjustment to the boarding accommodation, routine and practice?

 Decisions will be communicated in line with the nationally co-ordinated process on 01 March 2019. Parents/

carers will be asked to confirm acceptance of any boarding place offered and lack of confirmation of 

acceptance may lead to withdrawal of an offer of such a place

 Applicants not allocated a place at Hockerill Anglo-European College can request a place on the continuing 

interest list within the timescale specified by the relevant Local Authority.  It is the responsibility of the 

parents to contact the school to state their continued interest at the start of each academic year.

 Unsuccessful applicants also have the right to appeal to an Independent Appeal Panel, and details may be 

obtained by contacting the Registrar at the College.

A boarding place is distinguished by statute from a day place and a place accepted as a boarding place may 

not subsequently be converted to a day place. However after Year 11 a boarding place may be relinquished 

and a subsequent application made for a Year 12 day place.

IN YEAR ADMISSIONS

When applications are received by the College for admission, other than for the start of Year 7, any available 

places will be allocated using the criteria in place at the time of application.

For day places the College will remain part of Hertfordshire County Council’s coordinated In Year admissions 

scheme. In Year applications should be made online at www.hertfordshire.gov.uk/admissions as well as 

completing the College’s Day Supplementary Information Form. A paper application form can be requested 



8 Hockerill Anglo-European College

from the Customer Services Centre Telephone 0300 123 4043.

For boarding places the College accepts In Year places direct. Please complete the Boarding Supplementary 

Information Form. The College maintains boarding continuing lists for all year groups for the In year 

application process.

Children who are the subject of a direction under an In-Year Fair Access Protocol will take precedence over 

others on the Continuing Interest List.

Parents/Carers have the right to appeal to an Independent Appeals Panel. Details may be obtained by 

contacting the Registrar at the College.
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ADMISSIONS POLICY FOR SIXTH FORM ENTRY IN SEPTEMBER 2019

OVERVIEW

Hockerill Anglo-European College is a co-educational state day and boarding school.  It has a significant 

proportion of boarding students and is, therefore, essentially organised and staffed as a boarding school: but 

within this boarding structural framework, it also serves as a centre of educational excellence for the local 

community. It attaches great importance to the international dimension of the College community and the 

curriculum and to its status as a high performing specialist Language College and Music College. It intends 

to remain relatively small and to continue to develop a challenging academic curriculum. In the Lower 

College this is modelled on the International Baccalaureate (IB) Middle Years programme and within the 

Sixth Form the College offers only the academically demanding IB Diploma programme.

The Governors would like to encourage applications from parents who will actively support the College’s 

traditional values on behaviour, dress and prep and whose children will make the most positive contribution 

to the College’s strong sense of community, its outstanding range of extra- curricular opportunities 

(including sport, music and drama) and its unique international ethos.

All candidates for a Sixth Form place will need to obtain a minimum of 3 GCSEs at Grade 7 (or equivalent) 

and in each subject they intend to study at IB Higher Level, with the exception of Higher Level Physics or 

Mathematics where students will require a minimum of grade 8 (or equivalent.)  Candidates will also need a 

minimum of 3 GCSEs at Grade 5 (or equivalent) and in each subject they intend to study at Standard Level.  

In subjects where the candidate has no equivalent GCSE, results of a comparative subject will be used.

In  addition,  the  following  conditions  of  offer  apply  to  the  IB  Diploma programme:-

1) Acceptance of CAS (Creativity, Activity and Service) programme

2) Acceptance of TOK (Theory of Knowledge) course

3) Acceptance of Extended Essay

4) Acceptance of attendance requirements

5) Acceptance of minimum of 12 hours of study at home or in boarding prep per week

Our sixth form (Years 12 and 13) can accommodate up to a maximum of 300 students, a minimum of 50 

places will be offered to external applicants who satisfy the admissions criteria.

OVERSUBSCRIPTION CRITERIA

If there are more applicants from outside the College satisfying the admissions threshold than places 

available then places will be allocated by applying the following criteria in the order set out below:

DAY SIXTH FORM

1.  Children who are looked after by a Local Authority in England and Wales, in accordance with Section 
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22 of the Children Act 1989 and children who were look after and ceased to be so because they were 

adopted or became subject to a child arrangement order or special guardianship order.

2.  Children who have a sibling as a day student at the College at the time of application unless the 

sibling is in the last year of the normal age range of the school, [Year 13] or the sibling has already 

indicated that he or she will not be attending the school at the date of admission. A sibling means the 

sister, brother, half brother or sister, or foster sibling, or child of the parent /carer permanently living at 

the same address as that brother or sister.

3.  Children of staff directly employed by the school in either or both of the following circumstances: 

 •  where the member of staff has been employed for two or more years at the time at which the 

application for admission to the school is made,  and/or

 •  the member of staff is permanently employed to fill a vacant post for which there is a 

demonstrable skill shortage, where the child would require the place at the time of the member 

of staff taking up the post.

  Children of staff are those where the staff member is the child’s parent by blood or adoption, or the 

member of staff has legal parental responsibility for the child. The child must have lived at the same 

address as the parent employed by the school for at least one year at the time of application.

4.  Children who live nearest to the College measured by using the Hertfordshire Local Authority’s 

computerised mapping system as outlined on page 3 of this policy.

 

BOARDING SIXTH FORM

(suitability requirement – see Notes for Boarding on page 6)

1  Children who are looked after by a Local Authority in England and Wales, in accordance with Section 

22 of the Children Act 1989 and children who were looked after and ceased to be so because they 

were adopted, or became subject to a child arrangement order or special guardianship order.

2  Children of members of the UK Armed Forces who qualify for Ministry of Defence financial assistance 

with the cost of boarding school fees.

3  Candidates who have satisfied the Governing Body that they have a significant degree of boarding 

need (as outlined on page 5)

4  Children who have a sibling as a boarding student at the College at the time of application, unless 

the sibling is in the last year of the normal age range of the school (Year 13) or the sibling has already 

indicated that he or she will not be attending the school at the date of admission. A sibling means the 

sister, brother, half brother or sister, or child of the parent/carer permanently living at the same address 

as that brother or sister.

Should  any  places  remain  after  applying  the  above  criteria,  the  Governors  will  use  a  random 

allocation system.

Applicants joining Hockerill Anglo-European College Sixth Form from another school will be considered on 

the basis of their estimated grades/examination results. The College welcomes and gives full consideration to 
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applicants from the international community who have full UK citizenship or citizenship of another member 

state of the European Union or European Economic Area or Switzerland or have other legitimate residential 

status within the UK which confers the right to education at public expense. The College may require proof 

of eligibility before processing an application.

All prospective applicants and their parents/carers will be invited to discuss their application with senior 

College staff for advice on options and entry requirements.

NOTES

1.  A copy of the sixth form application form is available from the The Registrar, Hockerill Anglo- 

European College, Dunmow Road, Bishop’s Stortford, Herts CM23 5HX.

2. Applications for sixth form are processed by the College and should be made to the address in 1.

3.  In the event that a child is not allocated a place at Hockerill Anglo-European College parents/ carers 

can request a place on the continuing interest list within the timescale specified by the relevant Local 

Authority. It is the responsibility of the parents/carers to contact the school to state their continued 

interest at the start of each academic year. Parents/carers also have the right to appeal to an 

Independent Appeal Panel: details may be obtained by contacting the Registrar at the College.
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CONFIDENTIAL
DAY  SUPPLEMENTARY  INFORMATION  FORM

Proposed  Entry  Date:

1. Pupil’s Full Name:

2. Date of Birth: Age:  Current Year Group: Gender:     M      F

3. Home Address:

 Post Code: Contact Telephone Number:

 Email Address: 

4. Name and address of present school:

5. Previous schools:

 

6.  Please provide details of any brother or sister who will be on the roll of Hockerill at the time of the proposed admission
  and living at the same address. 

    

Continued overleaf

2019 ENTRY
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7.  My son/daughter* intends to sit/has sat* the aptitude test on 6 October 2018 and I wish him/her* to be  

considered under admissions criterion 3. (*please delete as appropriate), and I confirm that I have completed the Test 

Application Form and returned it to Hockerill by the closing date.

    YES    NO

8. Parent(s) Surname:

  Initials:

 (Mr / Mrs / Miss / Ms /Other- please specify)

9.   I am legally responsible for the education of the child named and would like to apply for a day place at  

Hockerill Anglo-European College.

Signed:  Parent / Guardian

Date

APPLICATIONS  FOR  YEAR  7  PLACES  FOR  SEPTEMBER  2019

Parents/carers are requested to complete our Supplementary Information Form and return it to the College office by the 

closing date for applications.  If a Supplementary Information Form is not completed the Governing Body will apply their 

admission arrangements using the information submitted on the Common Application Form only, which may result in your 

application being given a lower priority.

Please return completed Supplementary Information Form to: 

The Registrar, Hockerill Anglo-European College, Dunmow Road, Bishop’s Stortford, CM23 5HX by 31 October 2018

If you would like acknowledgement of receipt of your Supplementary Information Form please enclose a stamped-addressed 

envelope.  Thank you.

H1802.daysif19Feb18
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CONFIDENTIAL
BOARDING  SUPPLEMENTARY  INFORMATION  FORM

Proposed  Entry  Date: Into Year:

1. Pupil’s Full Name:

2. Date of Birth: Age:  Current Year Group: Gender:     M      F

3. Home Address:

 Post Code: Contact Telephone Number:

 Email Address: 

4. Name and address of present school:

School Email address:

5. Previous schools:

6. Nationality (to determine eligibility): 

7.  Please provide details of any brother or sister who will be on the roll of Hockerill as a boarder at the time of the
 proposed admission and living at the same address. 

2019 ENTRY
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8. Boarding Need

  The information provided below (or attached to the application) will be used for the allocation of places on the basis  

of need as detailed in the College’s Admission Policy which is available via the College website.

9. We would like our son / daughter to be:

  Full Boarder  Weekly Boarder  Flexi Boarder 

 Please tick  ✓ the appropriate category of boarding

10. Parent(s) Surname:

  Initials:

 (Mr / Mrs / Miss / Ms /Other- please specify)

To qualify for state education in the UK students must hold a passport from an EU member country or have 

entitlement to state education in the UK.

(Please telephone the College if you require further clarification)

APPLICATIONS  FOR  YEAR  7  PLACES  FOR  SEPTEMBER  2019

Parents/carers are requested to complete our Supplementary Information Form and return it to the College office by the 

closing date for applications.  If a Supplementary Information Form is not completed the Governing Body will apply their 

admission arrangements using the information submitted on the Secondary Transfer Form only, which may result in your 

application being given a lower priority.

Please return completed Supplementary Information Form to: 

The Registrar, Hockerill Anglo-European College, Dunmow Road, Bishop’s Stortford, CM23 5HX by 31 October 2018

If you would like acknowledgement of receipt of your Supplementary Information Form please enclose a stamped-addressed 

envelope.  Thank you.
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Hockerill Anglo-European College
TERMS AND CONDITIONS OF ADMISSION FOR BOARDING STUDENTS

Effective for the 2018/19 Academic Year

1. Definitions 
In these Conditions, the following terms have the following meanings:  
“Administration Fee” The current rates (academic year 2017/18) are £800 for Full & Weekly Boarders & £400 for Flexi Boarding.
“Boarding Fee” means the boarding fee for the academic year 2017/2018 as notified to you by letter;
“College” means Hockerill Anglo-European College; 
“Conditions” means the terms and conditions set out below; 
“Finance Pack” means the information sent out to you in July giving full details of financial plans; 
“Flexi Boarder” means boarders resident in the boarding house but overnights booked on an ad hoc basis, subject to availability. 
“Full Boarder” means the same as Weekly Boarder except that a Full Boarder stays at the College overnight Monday to Sunday inclusive except on designated compulsory exeat weekends; 
“Governors” means the Governing Body of the College details of which can be found on the College’s website (www.hockerill.com/governors); 
“the Guide” means “A Guide to Boarding for students and parents” which is available from the College office; 
“Offer Letter” means a formal offer of a place sent to you enclosing Boarding Conditions, details of Reservation Fee requirements and a reply slip to accept the place; 
“Payment Plan” means one of the following methods of paying the Boarding Fee.  Payment of the Boarding Fee must commence prior to the start of term and may be via any of the following methods:
a)  One payment of the full Boarding Fees less 1% one month prior to the start of Michaelmas term by Standing Order, Cheque, Debit cards, Banker’s Draft or Bank Transfer.  Other payment methods including 

Credit Cards* will be considered but will not attract a discount;
b)  Termly – in three payments as detailed in the Finance Pack on 1st August, 1st December and 1st March by Standing Order, Cheque, Debit Card, Banker’s Draft or Bank Transfer.  Credit cards* will attract a 1% 

administration charge;
c)  By ten monthly payments as detailed in the Finance Pack payable on the first of every month (from 1st August to 1st May) by Standing Order, Cheque, Debit cards, Banker’s Draft or Bank Transfer.  1% 

administration charge for paying monthly; or
d) By ten monthly payments as detailed in the Finance Pack, payable on the first of every month (1st August to 1st May) by Credit Card* (subject to a 2% administration charge).
* Please note that we cannot accept American Express or Diners Club.
Please avoid payment by cash where possible due to potential security issues.
Payment can be in £s or Euros.  Euros will be translated at the College’s current exchange rate (currently 1.35 for 16/17).
Payments made by cheque/banker’s draft should be payable to Hockerill Anglo-European College.  In the case of bank transfers or standing orders, please use one of the following accounts:

£s  (Please do not use this account to transfer Euros)
Bank Name:  HSBC
Bank Sort Code: 40-12-03 (SWIFT/BIC code MIDLGB2102N)
Bank Account No: 01606719 (IBAN GB98MIDL40120301606719)
Bank Account Name: Hockerill Anglo-European College

Euros (Please do not use this account to transfer £Sterling)
Bank Name:  HSBC
Bank Sort Code: 40-05-15 (SWIFT/BIC code MIDLGB22)
Bank Account No: 70956769 (IBAN GB74MIDL40051570956769)
Bank Account Name: Hockerill Anglo-European College
All bank charges remain the responsibility of the payer.

“Principal” means the Principal of Hockerill Anglo-European as may vary from time to time;  
“Reservation Fee” means in the case of a Weekly Boarder and Full Boarder £1200. The Reservation Fee reserves a boarding place and will be refunded, subject to boarding terms & conditions, when the student 
leaves the College; Where the student fails to join the College the reservation fee will be forfeit. 
“We/Our” means Hockerill Anglo-European College; 
“Weekly Boarder” means that the student stays overnight at the College from Sunday to Friday inclusive, except on exeat weekends where the student only stays until Thursday night inclusive; 
“Written Notice”/“In Writing” includes email or fax; 
“You”/“Your” means the person(s) named at the end of these Conditions who have signed these Conditions and who has/have parental responsibility for the student also named at the end of these Conditions.

2. Acceptance of Terms and Conditions
You will accept a boarding place at the College by paying the Reservation Fee or accepting a place in writing (whichever occurs first) and you will be bound by the Terms and Conditions in force at that time.

3. Your Obligations
3.1  You must pay the Reservation Fee on accepting a new boarding place or a Sixth Form place at the College.  The Reservation Fee must be paid in accordance with the terms of the Offer Letter or the offer may 

be withdrawn.
3.2 You must pay an Administration Fee when your child starts boarding at the College.
3.3  You must provide written notice to the Principal before the first day of a new term at the College ( http://www.hockerill.com/termdates ) in the event of (a) your child is to cease boarding, or (b) your child’s 

boarding arrangements are going to change (subject to Condition 4.12). Where Boarding is to cease clause 3.4(a) will apply.
3.4 If you do not comply with Condition 3.3 or 3.6 and subject to Condition 3.5, you will forfeit the Reservation Fee and be responsible for paying:
 (a) the full term’s fees for the new term; and
 (b) the full term’s fees for the term following in lieu of notice.  Those fees must be paid on or before the first day of that term.
3.5  If you are an existing boarder if we are able to fill the place in accordance with our obligations under Condition 4.4, your Reservation Fee will be returned and subject to deductions attributable to the costs of 

administration relating to the filling of the place and any actual loss in fees suffered by the College.  The deduction will not be greater than any payment which would otherwise have been due under Condition 
3.4. However if you have not started at the College then your Reservation Fee will always be forfeit.

3.6  Sixth Form Boarding is offered subject to a minimum two year course. If notice is given within this period or after the 1st April in the year in which the student is due to start then the Reservation Fee will be 
forfeit and any current term’s fees and following term’s fees will become liable.

3.7  You must provide written notice to the Principal prior to the first day of the term, immediately preceding the term in which your child was due to start when you decide not to take the boarding place which had 
previously been accepted by you.

3.8  If the place can be filled following notification under Condition 3.7 and the satisfaction of our obligations under Condition 4.4, your Reservation Fee will be returned less any deductions attributable to the 
administrative costs of filling their place. However if you have not started at the College then your Reservation Fee will always be forfeit.

3.9  If the place cannot be filled following satisfaction of our obligations under Condition 4.4, and where you provided the correct notification in accordance with Condition 3.7, you will be responsible for paying 
the Reservation Fee or where such Reservation Fee has already been paid, it will be retained.

3.10  If the place cannot be filled following satisfaction of our obligations under Condition 4.4 and where you have not provided notification in accordance with Condition 3.7, you will forfeit the Reservation Fee and 
you must pay a term’s fees in lieu of notice.

3.11  You are responsible for paying Boarding Fees for the term when your child ceases boarding.  You will also be responsible for paying the fees for the following term and will forfeit your Reservation Fee where 
your child is:

 (a) withdrawn from boarding for disciplinary reasons or serious breach of College regulations in accordance with the Terms of the Guide;
 (b) permanently excluded from the College in accordance with the College’s Behaviour Policy; or
 (c) voluntarily withdrawn from boarding at the College by you.
3.12 You must pay the Boarding Fee when your child is absent from College. This may include but not exclusively:
 (a) central or local government closing the College temporarily on health grounds;
 (b) severe weather conditions;
 (c) your child’s wish to return home early after exams
 (d) your child choosing to take study leave at home before or during exams
 (e) In the case of Flexi Boarding once rooms have been booked they cannot be cancelled regardless of the reason for cancellation.  
3.13 You must pay the Boarding Fee when your child is absent through illness, although in extreme cases, this cost may be reviewed by us.
3.14  Where you have not paid the Boarding Fee or paid Boarding Fees late and we withdraw the boarding place in accordance with Condition 4.7, you forfeit the Reservation Fee and must pay the Boarding Fee 

attributable to the terms for which payment is still owed and the term during which your child ceases boarding and the term following the term when boarding ceases.
3.15 You must make the payment of the Boarding Fee prior to the start of term and in accordance with the Payment Plan.  Any bank charges in relation to the Payment Plan are your responsibility.
3.16  You must nominate a guardian for your child who is permanently resident in the UK and who undertakes to be responsible for your child should s/he be required to leave the College for any reason.  This duty 

applies if you are resident outside the UK or if you are away from the UK for any period of time.
3.17  You must ensure that suitable arrangements are made for the care of your child during exeat weekends, half term holiday, end of term holidays or in cases where the closure of the College may be necessary 

as per Condition 3.12.  You must confirm these arrangements at the College.
3.18  You must make suitable arrangements for the transporting of your child to and from the College.  You may request that the College assists with transport in writing and in good time for such arrangements to 
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be implemented.  You will be charged for such arrangements including an administration fee.
3.19 You must inform the College promptly in writing of any change in address or emergency contact details.
3.20  You are responsible for insuring your child’s property whilst at the College or when they are away on any College organised trips.  Nothing in these conditions shall seek to restrict or exclude our liability to you 

and/or any student in relation to death or personal injury caused by our negligence and/or any other matters which we cannot restrict or exclude in law.
3.21 You must provide the College with all relevant medical information which could reasonably impact on the College’s decision to offer a boarding place.
3.22  Where your child boards on a full or weekly basis, you must ensure your child registers at the College doctor.  If at any time, the College doctor deems the child unfit to board, we may withdraw the boarding 

place.  If as a result of such a decision it becomes apparent that you did not satisfy the requirements of Condition 3.21, you must make the payments set out in Condition 3.4.

4. Our Obligations
4.1  We may alter the Boarding Fee on an annual basis and will provide you with one term’s notice of the revised fee.  This means that you will be notified of any boarding fee increases before the start of the summer 

term in the academic year preceding the year in which the boarding price increases are due to be implemented. 
4.2 We may withdraw or adjust the offer of a boarding place if you do not pay the Reservation Fee in accordance with your obligations under Condition 3.1.
4.3  We will refund the Reservation Fee in full at the conclusion of your child’s education unless the circumstances in Conditions 3.3, 3.7, 3.11 or 3.14 apply, but will deduct any remaining balances on your boarding 

account or otherwise owed to the College. However if you have not started at the College then you reservation fee will always be forfeit.
4.4  Where the circumstances in Conditions 3.3 or 3.7 arise, we will attempt to find another student to fill the Boarding Place from Our waiting list for boarding places. Where we are successful, fees in lieu of notice 

will not apply as long as the replacement student subsequently completes a full term at the College. Section 3.6 may mean that the full Reservation Fee is forfeit and overrides section 3.5.
4.5 We may withdraw a Boarding Place where you fail to pay the Boarding Fee at all or pay Boarding Fees late.
4.6 Where Boarding Fees are not paid in accordance with the Payment Plan, we may charge interest on unpaid fees at a rate of 5% above the HSBC base rate until payment is brought up to date.
4.7  In addition to the interest charged in accordance with Condition 4.6, we may charge the costs of debt collection (including the use of debt collectors) to you.  This is without prejudice to other rights and remedies 

available to us where Boarding Fees have not been paid.
4.8 We may on written request from you assist in travel arrangements on the clear understanding that you retain responsibility for such arrangements.
4.9 We are under no obligation to offer a student in Years 7-11 a boarding place in Year 12.  The decision on a Year 12 place may be taken after GCSE results are known.
4.10 We may treat any instruction, authority, request or prohibition received from any person who has signed these Conditions as having been given on behalf of both or all such persons.
4.11  Unless informed otherwise by you in writing, the College may make use of information relating to your child whilst s/he attends the College for the purpose of managing relationships between the College and 

current pupils, providing references and communicating with the body of pupils.  Unless informed otherwise by you or your child once s/he is no longer a student at the College, the College may make use of 
information relating to your child after s/he has left for the purpose of communicating with the body of former pupils.

4.12 We are prevented by legislation from switching students from boarding to day places. This overrides all other boarding terms & conditions.
4.13  We will, where practicable, obtain your prior consent when your child requires medical attention.  If we are unable to contact you we will be authorised to make the decision that urgent medical treatment 

recommended by a doctor is required, unless we have received contrary written notification from you.
4.14 We will not accept responsibility for the welfare of a student if they are not on College premises or otherwise under the supervision of a member of the College staff.

5.  General Conditions
5.1  If any provisions of these Conditions is held by any competent authority to be invalid or unenforceable in whole or in part, the validity of the other provisions of these Conditions and the remainder of the 

provisions in questions, if applicable, shall not be affected.
5.2 These Conditions are governed by English law and subject to the jurisdiction of the English courts. 
5.3  By signing these Conditions you become jointly and severally liable for the payment of the proportion of the Boarding Fee payable for the first term and all future fees/financial payments.  These terms and 

conditions will be superseded by any future terms and conditions that are sent to parents, subject to one term’s notice.  However, any new terms and conditions will not be applied retrospectively.  It is implicit 
within the Conditions that you have given permission for sundry invoices to be billed to your account in addition to the Boarding Fee.  We require written confirmation from parents to revoke this permission.

 We advise you to contact the College prior to signing these Conditions if you require any clarification regarding these Conditions.

We advise you to contact the College prior to signing these Conditions if you require any clarification regarding these Conditions.

I/we confirm that I/we have parental responsibility for the student named below and that I/we have read the Terms and Conditions as set out above and agree to 
be jointly & severally bound by them.

Name of Student:

1st Signatory

Signed: 

Name of Signatory:  (Please print)

Date:

2nd Signatory (If applicable)

Signed:

Name of Signatory:  (Please print)

Date:

H1802.boardingsifs19Feb18

Appendix– consequences for breaches of T&C.

Act or Omission Consequence

Failure to provide adequate notice of a current 
student ceasing to board .
Years 7-11 only

Where the place cannot be filled within the term of leaving. Loss of reservation fee and required payment of fees for current term and the 
subsequent term.

Where the place can be filled within the term of leaving. Refund reservation fee less costs attributable to filling the place.

Failure to complete the full two year programme for a 
6th form student.
6th Form only

Loss of reservation fee and required payment of fees for current term (current students) 
and the subsequent term (current & prospective students). The fees in lieu will be waived 
where the College is able to fill the place with no loss of income.

Failure to provide notice prior to the start of summer 
term of the previous academic year to entry where you 
do not want a previously accepted boarding place.

Where the place cannot be filled within the term of leaving. Loss of reservation fee and payment of full fees for one term.

Where the place can be filled within the term of leaving. Loss of reservation fee.

Where notice is provided before the start of summer 
term of the previous academic year to entry where you 
do not want a previously accepted boarding place.

Where the place cannot be filled within the term of leaving. Loss of reservation fee and payment of full fees for one term.

Where the place can be filled within the term of leaving. Loss of reservation fee.

Failure to pay the boarding fee on time or at all and 
where a place is withdrawn on that basis.

Loss of reservation fee and full fees for the current term and the subsequent term.

In cases where the College is able to mitigate its losses, following the forfeiture of a 
boarding place, then the College may reduce or waive the liability for the subsequent 
term.

Withdrawal of boarding place due to disciplinary 
reasons or serious breach of College regulations or 
due to permanent exclusion.

Failure to provide relevant medical information which 
results in place being withdrawn.

In all cases any fees due relating to prior and current terms will continue to be due.
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An 11-19 international day and boarding school

DAY APPLICATION FOR ADMISSION TO THE
 INTERNATIONAL BACCALAUREATE DIPLOMA PROGRAMME

1 PERSONAL DETAILS
Please print your name and address clearly

Surname:

First Name/s:

Home Address:

Contact Telephone Number (including code): 

Mobile Number (including code):

E-mail address:

Date of Birth Day Month Year 

Date of Proposed Entry     Gender         M         F

Nationality*

Present School Name  Date of Attendance

Address  From

  To

Telephone Number:

Contact email address:

*This is required to ascertain eligibility for a UK state school education

2019 ENTRY
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2 SUBJECT CHOICES 2019-2021

Please select one subject from each block by ticking the correct row. Select three subjects at SL and three at HL (unless opting 
for HL Maths in which case choose three additional subjects at HL and two at SL).

If insufficient numbers of students opt for a subject it may not operate within the standard timetable (other arrangements can 
sometimes be made).

Block 1 - Language

Subject ✓ Level

English A (literature)

English A 
(language and literature)

French A  
(language & literature)

German A (literature)

Italian A (literature)

Spanish A (literature)

Block 4a - Science HL

Choose either 4a or 4b

Subject ✓ Level

Biology HL

Chemistry HL

Computer Science HL

Design Technology HL

Physics HL

Sports, Exercise  
& Health Science (SEHS)

HL

Block 4b - Science SL

Choose either 4a or 4b
If 4b please make two choices to help us 

with possible over-subscription

Subject 1 & 2 Level

Biology SL

Chemistry SL

Computer Science SL

Design Technology SL

Environmental Systems 
and Societies (ESS)

SL

Sports, Exercise  
& Health Science (SEHS)

SL

Block 2 - Language

Subject ✓ Level

English A  
(language & literature)

French B

German B

Italian ab initio SL

Italian B

Japanese ab initio SL

Japanese B SL

Mandarin B SL

Spanish ab initio SL

Spanish B

Block 5 - Mathematics

Subject ✓ Level

Mathematics (HL) HL

Mathematics (SL) SL

Mathematical Studies (SL) SL

Block 3 - Individuals & Society

Subject ✓ Level

Business Management

Economics 

Geography

History

Psychology

Social & Cultural  
Anthropology

English A 
(language and literature)*

Music*

Block 6 - Arts & Electives

Subject ✓ Level

Music

Theatre

Visual Arts

French B 

Italian B

Spanish B

Business Management

Economics

History

Psychology

Social & Cultural  
Anthropology

Biology HL

Chemistry HL

Computer Science

Physics HL

Further Maths HL

Blocks 1 & 2
Native or near native speakers 
should choose Language A; students 
can combine English A with another 
Language A.

*  Only allowed if you choose ESS in 
Block 4.
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3  QUALIFICATIONS

Please list the subjects you are studying and details of the level you have reached or the examinations you will sit.  
Please include examinations already taken and grades achieved. Please attach photocopies of all examination certificates.  
Your school will be contacted to verify these grades.

 SUBJECT GRADE ACHIEVED OR DATE 
   OF EXAMINATION TO BE TAKEN

4 STATEMENT FROM PARENT/GUARDIAN

This application has my full support and my child is applying for a Day place.

Signature of Parent/Guardian  Date 

Please print name in block capitals (Dr/Mr/Mrs/Miss/Ms)  

Address (if different from student)  

Daytime/work telephone number of parent/guardian  

Signature of Student  Date  

Please  Note:  Completion of this application assumes acceptance of the International Baccalaureate Organisation’s 
General Conditions: Diploma Programme (a copy of which may be found on our website, www.hockerill.com)

Please return this form to:
The Registrar, Hockerill Anglo-European College, Dunmow Road, Bishop’s Stortford, Herts, CM23 5HX
Telephone No +44 (0) 1279 658451
Fax No +44 (0) 1279 755918
E-mail admissions@hockerill.com
Web www.hockerill.com

Closing date for applications Friday 15 February 2019  
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An 11-19 international day and boarding school

BOARDING APPLICATION FOR ADMISSION TO THE
 INTERNATIONAL BACCALAUREATE DIPLOMA PROGRAMME

1 PERSONAL DETAILS
Please print your name and address clearly

Surname:

First Name/s:

Home Address:

Contact Telephone Number (including code): 

Mobile Number (including code):

E-mail address:

Date of Birth Day Month Year 

Date of Proposed Entry     Gender         M         F

Nationality

Present School Name  Date of Attendance

Address  From

  To

School E-mail Address

Telephone Number

2 PREVIOUS EDUCATION
Previous schools attended

2019 ENTRY
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24 Hockerill Anglo-European College

3 QUALIFICATIONS

Please list the subjects you are studying and details of the level you have reached or the examinations you will sit.  Please 
include examinations already taken and the grades achieved.

Please attach photocopies of all examination certificates

 SUBJECT GRADE ACHIEVED OR DATE 
   OF EXAMINATION TO BE TAKEN

Every country has differing academic standards and we may need to request additional information to clarify a student’s 
current academic standard to ensure they meet the College’s entry requirements.

4 BOARDING NEED

The information provided below (or attached to the application) will be used for the allocation of places on the basis of need 
as detailed in the College Admissions Policy which is available via the College website.
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5 SUBJECT CHOICES 2019-2021

Please select one subject from each block by ticking the correct row. Select three subjects at SL and three at HL (unless opting 
for HL Maths in which case choose three additional subjects at HL and two at SL).

If insufficient numbers of students opt for a subject it may not operate within the standard timetable (other arrangements can 
sometimes be made).

Block 1 - Language

Subject ✓ Level

English A (literature)

English A 
(language and literature)

French A  
(language & literature)

German A (literature)

Italian A (literature)

Spanish A (literature)

Block 4a - Science HL

Choose either 4a or 4b

Subject ✓ Level

Biology HL

Chemistry HL

Computer Science HL

Design Technology HL

Physics HL

Sports, Exercise  
& Health Science (SEHS)

HL

Block 4b - Science SL

Choose either 4a or 4b
If 4b please make two choices to help us 

with possible over-subscription

Subject 1 & 2 Level

Biology SL

Chemistry SL

Computer Science SL

Design Technology SL

Environmental Systems 
and Societies (ESS)

SL

Sports, Exercise  
& Health Science (SEHS)

SL

Block 2 - Language

Subject ✓ Level

English A  
(language & literature)

French B

German B

Italian ab initio SL

Italian B

Japanese ab initio SL

Japanese B SL

Mandarin B SL

Spanish ab initio SL

Spanish B

Block 5 - Mathematics

Subject ✓ Level

Mathematics (HL) HL

Mathematics (SL) SL

Mathematical Studies (SL) SL

Block 3 - Individuals & Society

Subject ✓ Level

Business Management

Economics 

Geography

History

Psychology

Social & Cultural  
Anthropology

English A 
(language and literature)*

Music*

Block 6 - Arts & Electives

Subject ✓ Level

Music

Theatre

Visual Arts

French B 

Italian B

Spanish B

Business Management

Economics

History

Psychology

Social & Cultural  
Anthropology

Biology HL

Chemistry HL

Computer Science

Physics HL

Further Maths HL

Blocks 1 & 2
Native or near native speakers 
should choose Language A; students 
can combine English A with another 
Language A.

*  Only allowed if you choose ESS in 
Block 4.
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6 ENDORSEMENT

This application has my parent/s/guardian/s full support and I am applying for

   FULL BOARDER*      

   WEEKLY BOARDER*     

   (* Please ✓ the appropriate category of boarding)

The person or persons responsible for paying the boarding fees must read 
and sign the Terms and Conditions

Hockerill Anglo-European College

TERMS AND CONDITIONS OF ADMISSION FOR BOARDING STUDENTS

Effective for the 2018/19 Academic Year

1. Definitions 

In these Conditions, the following terms have the following meanings:  

“Administration Fee” The current rates (academic year 2017/18) are £800 for Full & Weekly Boarders & £400 for Flexi Boarding.

“Boarding Fee” means the boarding fee for the academic year 2017/2018 as notified to you by letter;

“College” means Hockerill Anglo-European College; 

“Conditions” means the terms and conditions set out below; 

“Finance Pack” means the information sent out to you in July giving full details of financial plans; 

“Flexi Boarder” means boarders resident in the boarding house but overnights booked on an ad hoc basis, subject to availability.  

“Full Boarder” means the same as Weekly Boarder except that a Full Boarder stays at the College overnight Monday to Sunday inclusive except on designated compulsory exeat weekends; 

“Governors” means the Governing Body of the College details of which can be found on the College’s website (www.hockerill.com/governors); 

“the Guide” means “A Guide to Boarding for students and parents” which is available from the College office; 

“Offer Letter” means a formal offer of a place sent to you enclosing Boarding Conditions, details of Reservation Fee requirements and a reply slip to accept the place; 

“Payment Plan” means one of the following methods of paying the Boarding Fee.  Payment of the Boarding Fee must commence prior to the start of term and may be via any of the following methods:

a)  One payment of the full Boarding Fees less 1% one month prior to the start of Michaelmas term by Standing Order, Cheque, Debit cards, Banker’s Draft or Bank Transfer.  Other payment methods including 
Credit Cards* will be considered but will not attract a discount;

b)  Termly – in three payments as detailed in the Finance Pack on 1st August, 1st December and 1st March by Standing Order, Cheque, Debit Card, Banker’s Draft or Bank Transfer.  Credit cards* will attract a 
1% administration charge;

c)  By ten monthly payments as detailed in the Finance Pack payable on the first of every month (from 1st August to 1st May) by Standing Order, Cheque, Debit cards, Banker’s Draft or Bank Transfer.  1% 
administration charge for paying monthly; or

d) By ten monthly payments as detailed in the Finance Pack, payable on the first of every month (1st August to 1st May) by Credit Card* (subject to a 2% administration charge).

* Please note that we cannot accept American Express or Diners Club.

Please avoid payment by cash where possible due to potential security issues.

Payment can be in £s or Euros.  Euros will be translated at the College’s current exchange rate (currently 1.35 for 16/17).

Payments made by cheque/banker’s draft should be payable to Hockerill Anglo-European College.  In the case of bank transfers or standing orders, please use one of the following accounts:

£s  (Please do not use this account to transfer Euros)

Bank Name:  HSBC

Bank Sort Code: 40-12-03 (SWIFT/BIC code MIDLGB2102N)

Bank Account No: 01606719 (IBAN GB98MIDL40120301606719)

Bank Account Name: Hockerill Anglo-European College

Euros (Please do not use this account to transfer £Sterling)

Bank Name:  HSBC

Bank Sort Code: 40-05-15 (SWIFT/BIC code MIDLGB22)

Bank Account No: 70956769 (IBAN GB74MIDL40051570956769)

Bank Account Name: Hockerill Anglo-European College

All bank charges remain the responsibility of the payer.

“Principal” means the Principal of Hockerill Anglo-European as may vary from time to time;  

“Reservation Fee” means in the case of a Weekly Boarder and Full Boarder £1200. The Reservation Fee reserves a boarding place and will be refunded, subject to boarding terms & conditions, when the student 
leaves the College; Where the student fails to join the College the reservation fee will be forfeit. 

“We/Our” means Hockerill Anglo-European College; 

“Weekly Boarder” means that the student stays overnight at the College from Sunday to Friday inclusive, except on exeat weekends where the student only stays until Thursday night inclusive; 

“Written Notice”/“In Writing” includes email or fax; 

“You”/“Your” means the person(s) named at the end of these Conditions who have signed these Conditions and who has/have parental responsibility for the student also named at the end of these Conditions.EX
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2. Acceptance of Terms and Conditions
You will accept a boarding place at the College by paying the Reservation Fee or accepting a place in writing (whichever occurs first) and you will be bound by the Terms and Conditions in force at that time.

3. Your Obligations
3.1  You must pay the Reservation Fee on accepting a new boarding place or a Sixth Form place at the College.  The Reservation Fee must be paid in accordance with the terms of the Offer Letter or the offer 

may be withdrawn.

3.2 You must pay an Administration Fee when your child starts boarding at the College.

3.3  You must provide written notice to the Principal before the first day of a new term at the College ( http://www.hockerill.com/termdates ) in the event of (a) your child is to cease boarding, or (b) your child’s 
boarding arrangements are going to change (subject to Condition 4.12). Where Boarding is to cease clause 3.4(a) will apply.

3.4 If you do not comply with Condition 3.3 or 3.6 and subject to Condition 3.5, you will forfeit the Reservation Fee and be responsible for paying:

 (a) the full term’s fees for the new term; and

 (b) the full term’s fees for the term following in lieu of notice.  Those fees must be paid on or before the first day of that term.

3.5  If you are an existing boarder if we are able to fill the place in accordance with our obligations under Condition 4.4, your Reservation Fee will be returned and subject to deductions attributable to the costs 
of administration relating to the filling of the place and any actual loss in fees suffered by the College.  The deduction will not be greater than any payment which would otherwise have been due under 
Condition 3.4. However if you have not started at the College then your Reservation Fee will always be forfeit.

3.6  Sixth Form Boarding is offered subject to a minimum two year course. If notice is given within this period or after the 1st April in the year in which the student is due to start then the Reservation Fee will be 
forfeit and any current term’s fees and following term’s fees will become liable.

3.7  You must provide written notice to the Principal prior to the first day of the term, immediately preceding the term in which your child was due to start when you decide not to take the boarding place which 
had previously been accepted by you.

3.8  If the place can be filled following notification under Condition 3.7 and the satisfaction of our obligations under Condition 4.4, your Reservation Fee will be returned less any deductions attributable to the 
administrative costs of filling their place. However if you have not started at the College then your Reservation Fee will always be forfeit.

3.9  If the place cannot be filled following satisfaction of our obligations under Condition 4.4, and where you provided the correct notification in accordance with Condition 3.7, you will be responsible for paying 
the Reservation Fee or where such Reservation Fee has already been paid, it will be retained.

3.10  If the place cannot be filled following satisfaction of our obligations under Condition 4.4 and where you have not provided notification in accordance with Condition 3.7, you will forfeit the Reservation Fee 
and you must pay a term’s fees in lieu of notice.

3.11  You are responsible for paying Boarding Fees for the term when your child ceases boarding.  You will also be responsible for paying the fees for the following term and will forfeit your Reservation Fee where 
your child is:

 (a) withdrawn from boarding for disciplinary reasons or serious breach of College regulations in accordance with the Terms of the Guide;

 (b) permanently excluded from the College in accordance with the College’s Behaviour Policy; or

 (c) voluntarily withdrawn from boarding at the College by you.

3.12 You must pay the Boarding Fee when your child is absent from College. This may include but not exclusively:

 (a) central or local government closing the College temporarily on health grounds;

 (b) severe weather conditions;

 (c) your child’s wish to return home early after exams

 (d) your child choosing to take study leave at home before or during exams

 (e) In the case of Flexi Boarding once rooms have been booked they cannot be cancelled regardless of the reason for cancellation.  

3.13 You must pay the Boarding Fee when your child is absent through illness, although in extreme cases, this cost may be reviewed by us.

3.14  Where you have not paid the Boarding Fee or paid Boarding Fees late and we withdraw the boarding place in accordance with Condition 4.7, you forfeit the Reservation Fee and must pay the Boarding Fee 
attributable to the terms for which payment is still owed and the term during which your child ceases boarding and the term following the term when boarding ceases.

3.15 You must make the payment of the Boarding Fee prior to the start of term and in accordance with the Payment Plan.  Any bank charges in relation to the Payment Plan are your responsibility.

3.16  You must nominate a guardian for your child who is permanently resident in the UK and who undertakes to be responsible for your child should s/he be required to leave the College for any reason.  This 
duty applies if you are resident outside the UK or if you are away from the UK for any period of time.

3.17  You must ensure that suitable arrangements are made for the care of your child during exeat weekends, half term holiday, end of term holidays or in cases where the closure of the College may be necessary 
as per Condition 3.12.  You must confirm these arrangements at the College.

3.18  You must make suitable arrangements for the transporting of your child to and from the College.  You may request that the College assists with transport in writing and in good time for such arrangements 
to be implemented.  You will be charged for such arrangements including an administration fee.

3.19 You must inform the College promptly in writing of any change in address or emergency contact details.

3.20  You are responsible for insuring your child’s property whilst at the College or when they are away on any College organised trips.  Nothing in these conditions shall seek to restrict or exclude our liability to 
you and/or any student in relation to death or personal injury caused by our negligence and/or any other matters which we cannot restrict or exclude in law.

3.21 You must provide the College with all relevant medical information which could reasonably impact on the College’s decision to offer a boarding place.

3.22  Where your child boards on a full or weekly basis, you must ensure your child registers at the College doctor.  If at any time, the College doctor deems the child unfit to board, we may withdraw the boarding 
place.  If as a result of such a decision it becomes apparent that you did not satisfy the requirements of Condition 3.21, you must make the payments set out in Condition 3.4.

4. Our Obligations
4.1  We may alter the Boarding Fee on an annual basis and will provide you with one term’s notice of the revised fee.  This means that you will be notified of any boarding fee increases before the start of the 

summer term in the academic year preceding the year in which the boarding price increases are due to be implemented. 

4.2 We may withdraw or adjust the offer of a boarding place if you do not pay the Reservation Fee in accordance with your obligations under Condition 3.1.

4.3  We will refund the Reservation Fee in full at the conclusion of your child’s education unless the circumstances in Conditions 3.3, 3.7, 3.11 or 3.14 apply, but will deduct any remaining balances on your 
boarding account or otherwise owed to the College. However if you have not started at the College then you reservation fee will always be forfeit.

4.4  Where the circumstances in Conditions 3.3 or 3.7 arise, we will attempt to find another student to fill the Boarding Place from Our waiting list for boarding places. Where we are successful, fees in lieu of 
notice will not apply as long as the replacement student subsequently completes a full term at the College. Section 3.6 may mean that the full Reservation Fee is forfeit and overrides section 3.5.

4.5 We may withdraw a Boarding Place where you fail to pay the Boarding Fee at all or pay Boarding Fees late.

4.6 Where Boarding Fees are not paid in accordance with the Payment Plan, we may charge interest on unpaid fees at a rate of 5% above the HSBC base rate until payment is brought up to date.

4.7  In addition to the interest charged in accordance with Condition 4.6, we may charge the costs of debt collection (including the use of debt collectors) to you.  This is without prejudice to other rights and 
remedies available to us where Boarding Fees have not been paid.

4.8 We may on written request from you assist in travel arrangements on the clear understanding that you retain responsibility for such arrangements.

4.9 We are under no obligation to offer a student in Years 7-11 a boarding place in Year 12.  The decision on a Year 12 place may be taken after GCSE results are known.

4.10 We may treat any instruction, authority, request or prohibition received from any person who has signed these Conditions as having been given on behalf of both or all such persons.

4.11  Unless informed otherwise by you in writing, the College may make use of information relating to your child whilst s/he attends the College for the purpose of managing relationships between the College 
and current pupils, providing references and communicating with the body of pupils.  Unless informed otherwise by you or your child once s/he is no longer a student at the College, the College may make 
use of information relating to your child after s/he has left for the purpose of communicating with the body of former pupils.

4.12 We are prevented by legislation from switching students from boarding to day places. This overrides all other boarding terms & conditions.

4.13  We will, where practicable, obtain your prior consent when your child requires medical attention.  If we are unable to contact you we will be authorised to make the decision that urgent medical treatment 
recommended by a doctor is required, unless we have received contrary written notification from you.

4.14 We will not accept responsibility for the welfare of a student if they are not on College premises or otherwise under the supervision of a member of the College staff.

EX
AM

PL
E

EX
AM

PL
E



28 Hockerill Anglo-European College

5.  General Conditions
5.1  If any provisions of these Conditions is held by any competent authority to be invalid or unenforceable in whole or in part, the validity of the other provisions of these Conditions and the remainder of the 

provisions in questions, if applicable, shall not be affected.

5.2 These Conditions are governed by English law and subject to the jurisdiction of the English courts. 

5.3  By signing these Conditions you become jointly and severally liable for the payment of the proportion of the Boarding Fee payable for the first term and all future fees/financial payments.  These terms and 
conditions will be superseded by any future terms and conditions that are sent to parents, subject to one term’s notice.  However, any new terms and conditions will not be applied retrospectively.  It is implicit 
within the Conditions that you have given permission for sundry invoices to be billed to your account in addition to the Boarding Fee.  We require written confirmation from parents to revoke this permission.

 We advise you to contact the College prior to signing these Conditions if you require any clarification regarding these Conditions.

We advise you to contact the College prior to signing these Conditions if you require any clarification regarding these Conditions.

Appendix– consequences for breaches of T&C.

Act or Omission Consequence

Failure to provide adequate notice of a 
current student ceasing to board .
Years 7-11 only

Where the place cannot be filled within the term of 
leaving.

Loss of reservation fee and required payment of fees for current term and the 
subsequent term.

Where the place can be filled within the term of 
leaving.

Refund reservation fee less costs attributable to filling the place.

Failure to complete the full two year 
programme for a 6th form student.
6th Form only

Loss of reservation fee and required payment of fees for current term (current 
students) and the subsequent term (current & prospective students). The fees 
in lieu will be waived where the College is able to fill the place with no loss 
of income.

Failure to provide notice prior to the start of 
summer term of the previous academic year 
to entry where you do not want a previously 
accepted boarding place.

Where the place cannot be filled within the term 
of leaving.

Loss of reservation fee and payment of full fees for one term.

Where the place can be filled within the term of 
leaving.

Loss of reservation fee.

Where notice is provided before the start of 
summer term of the previous academic year 
to entry where you do not want a previously 
accepted boarding place.

Where the place cannot be filled within the term 
of leaving.

Loss of reservation fee and payment of full fees for one term.

Where the place can be filled within the term of 
leaving.

Loss of reservation fee.

Failure to pay the boarding fee on time or at all 
and where a place is withdrawn on that basis.

Loss of reservation fee and full fees for the current term and the subsequent 
term.

In cases where the College is able to mitigate its losses, following the 
forfeiture of a boarding place, then the College may reduce or waive the 
liability for the subsequent term.

Withdrawal of boarding place due to 
disciplinary reasons or serious breach of 
College regulations or due to permanent 
exclusion.

Failure to provide relevant medical information 
which results in place being withdrawn.

In all cases any fees due relating to prior and current terms will continue to be due.
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I/we confirm that I/we have parental responsibility for the student named below and that I/we have 

read the Terms and Conditions as set out above and agree to be jointly & severally bound by them.

Name of Student:

1st Signatory

Signed: 

Name of Signatory:  (Please print)

Date:

2nd Signatory (If applicable)

Signed: 

Name of Signatory:  (Please print)

Date:

Please Note: Completion of this application assumes acceptance of the International Baccalaureate Organisation’s General 
Conditions: Diploma Programme (a copy of which may be found on our website, www.hockerill.com)

Please return this form to:
The Registrar, Hockerill Anglo-European College,
Dunmow Road, Bishop’s Stortford, Herts, CM23 5HX
Tel No +44 (0) 1279 658451
Fax No +44 (0) 1279 755918
E-mail admissions@hockerill.com
Web www.hockerill.com

Closing date for applications:  Friday 14 December 2018

EX
AM

PL
E

EX
AM

PL
E



1 
 

THE HOLY FAMILY  
CATHOLIC PRIMARY SCHOOL 
 
www.holyfamily.herts.sch.uk 
admin@holyfamily.herts.sch.uk 
 
 

ADMISSIONS POLICY 2019/20 
 
Ownership: FGB 
Agreed by Governing Body Date: September 2017 
Review Date: September 2018 (New model DOW Policy September 2017) 
Date promulgated /explained/introduced to the school staff: September 2017 
 
The effectiveness of the Catholic life of the school in developing pupils’ experience of the 
richness of a Catholic way of living and believing is outstanding. 
 
The vision and leadership of the head and senior leadership team together with the regular 
presence and encouragement of the parish priest all lead to an environment where the 
children flourish in the school’s Catholic ethos. 
 

                                              
                                                 Section 48 Diocesan Inspection March 2016 
Pupils’ attainment has been rising and is above average by the end of Year 6. Pupils’ 
progress is good across the school, with all groups doing equally well. The school has 
helped older pupils to have high aspirations for their life after school, including plans to 
become doctors, architects or astrophysicists. As one pupil commented, ‘If we work hard, 
we can reach the stars!’  
 

 
Pupils are very positive about school life. They are polite and courteous and develop key 
values such as respect, tolerance and kindness.  

                                       

                                              Ofsted January 2016           
 
 

At The Holy Family School we are committed to Safeguarding Children 
 

As a family we live, love, learn and celebrate with Jesus 
 
 
 

 
 
 

http://www.holyfamily.herts.sch.uk/
mailto:admin@holyfamily.herts.sch.uk
http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwjUzLSo683RAhVpKsAKHfktB5gQjRwIBw&url=http://www.manorhillnursery.co.uk/ofsted-graded-good-2016/&psig=AFQjCNGc_VB_TGgCv8SL-yaMN-L379gR8Q&ust=1484902565632141


ADMISSIONS POLICY 2019 – 2020 
 

The Holy Family Catholic Primary School was founded by the Catholic Church to provide 
education for children of Catholic families. Whenever there are more applications than 
places available, priority will always be given to Catholic children in accordance with the 
oversubscription criteria listed below. 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 Our Lord Jesus Christ.  
 
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 be fully supported by all 
families in the school. We therefore hope that all parents will give their full, unreserved and 
positive support for the aims and ethos of the school. This does not affect the right of an 
applicant who is not Catholic to apply for and be admitted to a place at the school in 
accordance with the admission arrangements. 
 
The governing body is the admission authority and has responsibility for admissions to the 
school. The local authority undertakes the co-ordination of admission arrangements during 
the normal admission round. The governing body has set its Published Admissions Number 
(PAN) at [30] children for the school year which begins in September 2019. Applications for 
Reception are welcome from families whose child reaches his/her 4th birthday between 1st 
September 2018 and 31st August 2019.  
 
The governing body will admit twins and all siblings from multiple births where one of the 
children is the last ranked within the school’s PAN. 
 
Pupils with an Education, Health & Care Plan (EHC) 
The admission of pupils with an Education, Health and Care Plan (EHC) is dealt with by a 
completely separate procedure. (This used to be called a Statement of Special Educational 
Needs). 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 their EHC Plan will be admitted. The admission of 
children with an EHC Plan will reduce the number of places available to other children (see 
note 1). 
 
Oversubscription Criteria 
Where there are more applications for places than the number of places available, places 
will be offered according to the following order of priority: 
 

1. Catholic ‘looked after’ children and previously ‘looked after’ children (see notes 2-5); 
 

2. Baptised Catholic children with a Certificate of Catholic Practice, who are resident in 
the Parishes of Holy Family, Welwyn Garden City, St Bonaventure, Welwyn Garden 
City or St Thomas More, Knebworth.  (see notes 6, 7, & 13); 
 

3. Other baptised Catholic children for whom The Holy Family School is the nearest    
Catholic school (see note 6); 
 

4. Other baptised Catholic children (see note 6); 
 

5. Other ‘looked after’ children and previously ‘looked after’ children. (see notes 2-5); 
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6. Children of catechumens and members of an Eastern Christian Church (see notes 
8&9); 
 

7. Any other children. 
 
 

W ithin each of the categories listed above, the provisions below  w ill be applied in 
the follow ing order: 
 
i. The Governing Body will give top priority, within a category, 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. 
 
ii. The attendance of a brother/sister at the school at the time of enrolment will increase the 
priority of an application within a category, so that the application will be placed at the top 
of the category in which the application is made, after children in (i) above. 
 
Applications in previous years  
‘The Governing Body has been happy, in previous years, to welcome children from all 
categories to the Holy Family Primary School.’ 
 
Tie break 
Where the offer of places to the applicants in any of the categories listed above would 
exceed the number of places available, the places up to the admission number will be 
offered to those living nearest to the school as measured in a straight line from the 
applicant’s home address point to the school address point using a computerised mapping 
system. The measurement will be conducted by the Local Authority (LA).  If two or more 
applications are received from the same block of flats, the applicant with the lower door 
number will be classed as nearest and offered a place because they are likely to be closer to 
the ground floor and, therefore, the school. In the event of distances being the same for 
two or more children where this would determine the last place to be allocated, random 
allocation will be carried out by the local authority’s computerised allocation system. 
 
Application Procedure for 2019 – 2020 
To apply for a place at this school in the normal admission round, you must complete an 
online application form from Hertfordshire County Council website; 
www.hertfordshire.gov.uk/admissions. If you are applying under criteria 2, 3, 4 or 6 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. If you do not complete both of the forms described above and 
submit them by 15th January 2019, the Governing Body will have to consider your 
application using only the information on the documents supplied. If you don’t supply a SIF 
your child may be placed in a lower category because of lack of information and you may 
not be offered a place. The outcome of your allocation information will be dispatched on 
Monday 16th April 2019. This information will also be available on line for those who have 
submitted an online application. Parents should accept or decline the place as soon as 
possible. If you are unsuccessful (unless your child was offered a place at a school you 
ranked higher) you will be informed of the reasons, related to the oversubscription criteria 
listed above and you will have right of appeal to an independent appeal panel. Should you 
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wish to appeal please contact the school as soon as possible for an appeal form on which 
you must list your reasons for making an appeal. Appeals should be submitted to the school 
in writing by Friday 25th May 2019. 
 
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. 
 
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 compulsory school age i.e. the first day of 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 not be deferred beyond compulsory 
school age or beyond the year for which the application has been made. Therefore 
applicants whose children have birthdays 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. 
 
Part-time attendance 
Applicants may also request that their child attend part-time until compulsory school age is 
reached. Upon receipt of the offer of a place a parent should notify the school as soon as 
possible if they wish to take up a part-time place. 
 
Admission of children outside their normal age group 
A request may be made for a child to be admitted outside his/her normal age group e.g. if 
the child is gifted and talented or has experienced problems such as ill-health. In addition, 
the parents of a summer born child i.e. a child born between 1st April – 31st August, may 
request that the child be admitted out of his/her normal age group, starting reception at 5 
years of age. Any such request should be made in writing to the Chair of Governors of the 
Holy Family School. The governing body will make its decision based on the circumstances 
of each case and in the best interests of the child, taking into account school organisation 
issues and the views of the parents and any professionals involved. Parents must have 
received the agreement of the governing body before any admission application 
for delayed entry is made. This agreement does not indicate that an offer will be made.  
Parents must apply in the normal way for the year in which they wish their child to start 
school. Applications cannot be held over from one academic year to the next. If permission 
is refused then parents must make their admission application at the normal time. 
 
Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to 
their online application and click on the link “register an appeal”. Out of county residents 
and paper applicants should call the Customer Service Centre on 0300 123 4043 to request 
their registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on 
the link “log into the appeals system. 
 
Waiting Lists 
In addition to their right of appeal, unsuccessful candidates will be offered the opportunity 
to be placed on a waiting list. This list will be maintained in order of the oversubscription 
criteria set out above and not in the order in which applications are received or added to the 
list. Waiting lists for admission will operate throughout the school year and will be held open 
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until 31st July 2020 unless applicants request in writing to remain on the list. Inclusion in 
the school’s waiting list does not mean that a place will eventually become available. 
 
In-Year Applications 
An application for admission can be made for any child at any time outside the normal 
admissions round. Applications should be made directly to the school by contacting the 
school office. 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 as set out above. 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 to an 
independent panel and your child will be placed on the waiting list. 
 
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 local 
authority and the Governing Body for the current schoolyear. The Governing Body has this 
power even when admitting the child would mean exceeding the published admission 
number. 
 
Nursery Children 
For children currently attending the school’s nursery, application to the reception class of the 
school must be made in the normal way to the home local authority. Attendance at the 
nursery does not guarantee a place in Reception. 
 
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 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. 
 
NOTES (these notes form part of the oversubscription criteria) 

1. An Education, Health and Care Plan is a plan made by the local authority under 
S.37 of the Children and Families Act 2014, specifying the educational provision 
required for a child. 

2. A ‘Looked after child’ has the same meaning as in S.22(1) of the Children Act 
1989, and means any child in the care of a local authority or provided with 
accommodation by them in the exercise of their social services functions (e.g. 
children with foster parents at the time of making an application to the school.) A 
previously ‘looked after’ child is a child who was looked after, but ceased to be so 
because he or she was adopted or became subject to a child arrangements order or 
a special guardianship order. 

3. ‘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. 

4. ‘Child Arrangements Order’. A Child Arrangements order is an order under the  
terms of the Children Act 1989 s.8 settling the arrangements to be made as to the 
person with whom the child is to live. Children ‘looked after’ immediately before the 
order is made, qualify in this category.  

5. ‘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 
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child’s special guardian(s). A child ‘looked after’ immediately before the order is 
made qualifies in this category. 

6. ‘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 full communion with 
the Catholic Church. For the purposes of this policy this includes a looked after child 
in the process of adoption and living with a Catholic family, where a letter from a 
priest demonstrates that the child would have been baptised were it not for his/her 
status as a looked after child. For a child to be treated as Catholic, evidence of 
Catholic baptism or reception in the Catholic Church will be required. Those who 
have difficulty obtaining written evidence of baptism should contact their parish 
priest who, after consulting with the diocese will decide how the question of baptism 
is to be resolved and how written evidence is to be produced in accordance with the 
law of the Church. 

7. ‘Certificate of Catholic Practice’ means a certificate issued by the family’s parish     
priest (or the priest in charge of the church where the family attends Mass) in the 
form laid down by the Bishops’ Conference of England and Wales. It will be issued if 
the priest is satisfied that at least one Catholic parent or carer (along with the child, 
if he or she is over seven years old) have (except when it was impossible to do so) 
attended Mass on Sundays and holydays of obligation for at least five years (or, in 
the case of the child, since the age of seven, if shorter). It will also be issued when 
the practice has been continuous since being received into the Church if that 
occurred less than five years ago. It is expected that most Certificates will be issued 
on the basis of attendance. A Certificate may also be issued by the priest when 
attendance is interrupted by exceptional circumstances which excuse from the 
obligation to attend on that occasion or occasions. Further details of these 
circumstances can be found in the guidance issued to priests: 
http://rcdow.org.uk/education/governors/admissions 

8. ‘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 for a child aged 7 or over. For a child under 7 years of age it will be 
the certificate of the parent. 

9. ‘Eastern Christian Church’ includes Orthodox Churches, and is normally evidenced  
by a Certificate of Baptism or Reception from the authorities of that Church. 

10. ‘Brother’ or ‘Sister’ includes: 
i. All natural brothers and sisters, half-brother and sisters, adopted brothers 
and sisters, stepbrothers and sisters, foster brothers and sisters, whether or 
not they are living at the same address, and 
ii. The child of a parent’s partner where that child lives for at least part of the 
week in the same family unit at the same address as the applicant. 
 

11. A ‘Parent’ means all natural parents, any person who is not a parent but has          
parental responsibility for the child or any adult with legal responsibility for the child.  
12. ‘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. 
13. Parish Boundaries – for the purposes of this Policy, parish boundaries are as 
shown on the attached map and will be applied to the admission arrangements for  
2019-20. 
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Diocese of Westminster       
Catholic Primary Schools 
Supplementary Information Form 2019 – 2020 
 
 
Name and Address of School:    
 
 
 
 
 
 
 
Child’s Details 
Child’s surname: 
 
Child’s first name: 
 

 

Home Address:  Date of Birth: 

 

 
 
 
 

Postcode: 
 
Parent/Carer Details 

Parent/Carer’s name:  
 

Address (if different from above): 
 
 
Telephone number: 
 

 

 
Details of Religion 
Religion of child: 
(Please tick) 
 
 
 

Catholic  
Other Christian 
(name of 
denomination ) 

Other faith 

Catholic Parish you live in: 
 
 

 

Church where child was baptised and date of 
baptism: (baptism certificate required)  

http://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwjZgOD4vrHWAhVJtRQKHRpAAMUQjRwIBw&url=http://www.strcjmi.herts.sch.uk/&psig=AFQjCNFdMOMCebHzywwUzld4P31esF5zIg&ust=1505918826759082


Name and position of priest supplying 
Certificate of Catholic Practice (where 
appropriate) 

 

 
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 
governors may withdraw any offer of a place even if the child has already started school. 
 
 
Signed………………………………………………………..……… Date…..…………………………… 
 
 
 
Please note: 
 
• Where applicable parents can obtain a Certificate of Catholic Practice from the parish in which 
they worship or from the Diocese of Westminster website. 
 
• Applicants from other Christian denominations and other faiths may attach a letter from their 
minister or religious leader, confirming membership of that faith community. 
 
• You must complete your local authority’s application form online or on paper by the closing 
date. If you do not do this you will not be offered a place. 
 
Checklist: 
 
Have you enclosed: 
 
Copy of baptism certificate (where necessary) 
 
Certificate of Catholic Practice (where necessary) 
 
Evidence of exceptional need (where necessary). 
 
Have you completed your local authority’s online application form? 
 
 
 
 
 



Holy Rood Catholic Primary School 
Admission Policy for 2019/2020 

 
The Governing Body will admit 60 children to Reception in September 2019. 

This is the published admissions number. 
 
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 be 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. 
 
To apply for a place at this school you must complete Hertfordshire County Council’s 
Common Application Form (either online or on paper). In addition, parents/Legal 
Guardians are requested to complete the attached supplementary information form 
(SIF) and return it to school. Supplementary information forms can be downloaded 
from our website www.holyroodcatholicprimaryschool.co.uk. If a SIF is not 
completed the Governing Body will apply the school’s admission arrangements using 
only the information supplied on the HCC application form, which may result in the 
application being given a lower priority. If you do not live in Hertfordshire you must 
complete and return the common application form to the county/borough in which 
you live. 
 
Applications are welcome from any family whose child reaches 4 years of age 
between 1st April 2018and 31st August 2019. Parents/Legal Guardians of nursery 
children must apply for a place in reception. Attendance at the nursery does not 
guarantee a place in reception. Offers of places will be sent to parents in April 2019. 
 
The following forms will need to be submitted to Holy Rood Catholic Primary School 
for each application so it can be considered complete: 

• Supplementary information form (SIF). 
• Original baptism certificate, for Catholic applicants. Refer to notes below for 

cases where alternative documentation could be presented. 
• Certificate of Catholic Practice, for those applying under criterion 2, 3, 4 or 5. 
• Applicable  letter confirming membership of the faith , for applicants of other 

Christian denominations or faiths. Refer to notes below for more details. 
• Other documentation as required in the notes below, e.g. as evidence of 

special circumstances. 
• Documentation checklist. 

 
The documentation checklist will be checked at the time of submission by the school 
and a copy will be provided to applicants confirming which documents have been 
correctly submitted. 
 
Incomplete applications will be assigned lower priority than those where all required 
documentation is provided. Forms which are incorrectly or partially filled in may 
result in the application being given a lower priority. In particular, lack of evidence 
for some conditions will likely result in lower priority.  
Similarly, late applications including those where part of the documentation required 
is submitted after the County deadline will be assigned lower priority than those that 
meet the deadline, i.e. they will be assigned lower priority than any other application 
received on time. As the school is usually oversubscribed, it is very unlikely that late 
applications will obtain a place. 

The family of Holy Rood School will try to live, learn, grow and celebrate together, as friends through the love of Christ. 

http://www.holyroodcatholicprimaryschool.co.uk/


 
 
Oversubscription Criteria (refer to notes below for definitions and more details) 
 
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 in accordance with Chapter 7, Section 2 of 
the School Admissions (Admission Arrangements and Co-ordination of 
Admission Arrangements) (England) Regulations 2012 and Catholic 
children who have been adopted (or made subject to child arrangements 
orders or special guardianship orders) immediately following having been 
looked after. 

2. Baptised Catholic children with a Certificate of Catholic Practice who 
have a sibling at Holy Rood Catholic Primary School at the time of 
admission. 

3. Baptised Catholic children with a Certificate of Catholic Practice who are 
resident of the parishes of Holy Rood, Watford and St Helen’s North 
Watford. Maps are enclosed. 

4. Baptised Catholic children with a Certificate of Catholic Practice who are 
resident of other parishes. 

5. Baptised Catholic children  with a Certificate of Catholic Practice of a 
Holy Rood staff member who has been employed at the school for at least 
two years at the time of application 

6. Other Baptised Catholic children who have a sibling at Holy Rood 
Catholic Primary School at the time of admission. 

7. Other Baptised Catholic children who are resident of the parishes of Holy 
Rood, Watford and St Helen’s North Watford. 

8. Other Baptised Catholic children of a Holy Rood staff member who has 
been employed at the school for at least two years at the time of 
application. 

9. Other Baptised Catholic children. 
10. Other looked after children in accordance with Chapter 7, Section 2 of the 

School Admissions (Admission Arrangements and Co-ordination of 
Admission Arrangements) (England) Regulations 2012 and children who 
have been adopted (or made subject to child arrangements orders or 
special guardianship orders) immediately following having been looked 
after. 

11. Other children of a Holy Rood staff member who has been employed at 
the school for at least two years at the time of application. 

12. Children of Catechumens and members of an Eastern Christian Church. 
13. Christians of other denominations, whose application is supported by a 

letter confirming membership of the faith community. 
14. Children of other faiths whose application is supported by a letter 

confirming membership of the faith community. 
15. Any other applicants. 

 
Priorities will be applied within each criterion in the following order: 
 

a) The Governors will give top priority within a criterion to a Catholic child 
in criteria 2 to 7 and a non-Catholic child in criteria 8 to 15 who has a 
special social, pastoral or medical need which can only be met at Holy 
Rood Catholic Primary School. The Governing Body will require 
compelling professional written evidence from the local church or health 

The family of Holy Rood School will try to live, learn, grow and celebrate together, as friends through the love of Christ. 



authorities and this evidence must be provided by the closing date for 
applications. 

b) In criteria 9 to 15 priority will be given to siblings where the sibling is 
attending Holy Rood Catholic Primary School when the child starts 
school. 

c) In the event of two or more children meeting the same criteria, and 
provisions described within these supporting notes, priority will be given 
to the child who lives the shortest straight line distance measurement 
provided by Hertfordshire County Council’s GIS system.  HCC’s 
definitions are available online here. Where the final place is offered to 
two or more families that live equal distance to the school a lottery will 
take place in the presence of an independent witness to determine which 
applicant will be given priority. Home address is where the child resides 
for 50% of the week or more. 

d) . Where the final place is offered to a child who has a twin/triplets etc. 
applying for a place in the same school year, these siblings will also be 
admitted. 

 
Notes: 
 
Parish Boundaries 
For the purpose of this Policy, parish boundaries are as shown on the attached map. 
Where the home address is in a road marked as a boundary, the side of the road which 
is closest to the parish catchment area belongs to the parish. Where the home address 
is in a road that does not appear in the map, e.g. as it is a new development, or in case 
of any doubt, the school must be contacted. 

 
Baptised Catholic 
For those criteria which refer to baptised Catholic children, the child should be 
baptised by the closing date for applications. 
 
Catholic 
‘Certificate of Catholic Practice’ means a certificate issued by the family’s parish 
priest (or the priest in charge of the church where the family attends Mass) in the form 
laid down by the Bishops’ Conference of England and Wales. It will be issued if the 
priest is satisfied that at least one Catholic Parent or carer (along with the child, if he 
or she is over seven years old) have (except when it is was impossible to do so) 
attended Mass on Sundays and holy days of obligation for at least five years (or, in 
the case of the child, since the age of seven, if shorter). It will also be issued when the 
practice has been continuous since being received into the Church if that occurred less 
than five years ago. It is expected that most Certificates will be issued on the basis of 
attendance. A Certificate may also be issued by the priest when attendance is 
interrupted by exceptional circumstances which excuse from the obligation to attend 
on that occasion or occasions. Further details of these circumstances can be found in 
the guidance issued to priests http://rcdow.org.uk/education/governors/admissions/ 
Catechumen 
‘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. 
 
Eastern Christian Church 
‘Eastern Christian Church’ includes Orthodox Churches and is normally evidenced by 
a certificate of baptism or reception from the authorities of that Church. 
 
 
 

The family of Holy Rood School will try to live, learn, grow and celebrate together, as friends through the love of Christ. 
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Christian 
'Christian' for the purposes of this policy, means a member of one of the Churches 
affiliated to 'Churches Together in Britain and Ireland'. 

 
Christians of other Denominations 
For those criteria which refer to Christians of other denominations, a supporting 
statement is required by the closing date of applications. 
 
Looked After Children 
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 
Adopted children are those who have proof of adoption. 
 
Child Arrangements Order 
Child Arrangements Order - under the terms of the Children Act 1989, section 8 
defines a child arrangements order as an order settling the arrangements to be made as 
to the person with whom the child is to live. 
 
Special Guardianship Order 
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. 
 
Children in the process of being placed for adoption 
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. 
 
Sibling 
A Sibling means the brother, sister, half-brother or half-sister, adopted brother or 
sister, child of the parent/Legal Guardian 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 
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.  
 
A sibling must be living at the same address as the applicant. 
 
Pupils with an Education, Health and Care Plan (EHC) 
The Governors will accept children who have a Education, Health and Care Plans 
(EHC Plans) nominating Holy Rood Catholic Primary School. The admission of 
pupils with a Statement of Special Educational Needs / Education, Health and Care 
Plans (EHC Plans) is dealt with by a completely separate procedure. This procedure is 
integral to the making and maintaining statements by the pupil’s home LA. Details of 
this separate procedure are set out in the Special Educations Needs Code of Practice 
Nov 2001. 
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Children of staff 
Children of staff including step children will qualify under criteria 4, 6 or 9 if they 
live at the same address as the relevant member of the staff, otherwise they will be 
treated as regular applicants. 
 
Unsuccessful applicants 
In addition to their right to appeal to an independent panel, unsuccessful applicants 
will be offered the opportunity to be placed on a waiting list which will be maintained 
in order of the oversubscription criteria for the academic year following the proposed 
admission. 
 
 
In-Year Admissions 
 
In year applications are made directly to the school. Parents must complete a County 
Application Form as well as the school Supplementary Information Form and present 
any other documentation required, as applicable. Where there is no waiting list the 
local authority will be notified and the child will be admitted. If more applications are 
received that there are places available then applications will be ranked by the 
governing body in accordance with the oversubscription criteria. If a place cannot be 
offered at this time then 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 re-rank the list. Governors will inform 
parents whether or not a place is being offered. 
 
 
Appeals 
 
At transfer time parents wishing to appeal who applied on line should log into their 
online application and click on the link 'register an appeal '.For those who did not 
apply on line, 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. 
 
Fair Access Protocols 
 
The school is committed to taking its fair share of children who are vulnerable and/or 
hard to place, as set out in locally agreed protocols. Accordingly, outside the normal 
admissions round the governing body is empowered to give absolute priority to a 
child where admission is requested under any local protocol that has been agreed by 
both the Diocese and the governing body for the current school year. The governing 
body has this power even when admitting the child would mean exceeding the 
published admission number. 
 
Children Educated Outside Their Chronological Age Group 
 
Parents may request that their child be educated out of his/her chronological age 
group. Such requests must be made in writing to the Chair of Governors during the 
autumn term in the year of application Governors will consider each request on its 
own merits and permission will only be given in exceptional circumstances. When the 
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application is made, it will be ranked with all the other applications and no further 
exceptions will be given. A statutory right of appeal will be given upon refusal if no 
place has been offered in any school year. 
 
Reception Year Deferred Entry 
 
Applicants may defer entry to school up until statutory school age i.e. the first day of 
term following the child’s fifth birthday.  Application is made in the usual way and 
then the deferral is requested.  The place will then be held until the first 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.  Applicants who 
wish to defer and whose children have birthdays in the summer term should note that 
the latest admission date for this year will be 1st April 2019. 

 

Admission of Summer Born Children 

Parents may now choose for their summer born child, i.e. a child born between 1st 
April – 31st August  be admitted to Reception in the September following his/her 5th 
birthday. Parents should inform the Chair of Governors of this  at the time of making 
an application, submitted in the usual way, during the 2019-2020 academic year 
instead, for a September 2020 place. This application will be treated in the same way 
as all other applications and ranked according to the oversubscription criteria. There is 
no guarantee that an offer will be made.  

Proposed Timescales for 2019/2020 - Under 11s Admissions Round 
 
Closing date for on time applications to be submitted to the LA TBD 
Statutory deadline for receipt of paper applications   TBD 
Applications forwarded to school     TBD 
School provides LA with ranked lists of applicants   TBD 
Allocation information available to school     TBD 
Offer letters posted for delivery      TBD 
Date by which parents/Legal Guardians may accept or reject TBD 
place offered         
Date by which parents/Legal Guardians return appeal forms  TBD 

The family of Holy Rood School will try to live, learn, grow and celebrate together, as friends through the love of Christ. 



Diocese of Westminster   
Catholic Primary Schools   
Supplementary Information Form 
2019 – 2020                            
                                                                

                                   
Name and Address of School:  

Holy Rood Catholic Primary School 

   
Child’s Details 

 

Parent/Carer Details 

Parent‘s name:  

Address (if different from 

above): 

Telephone number: 

 

      

Details of Religion 

Religion of child: 
(Please tick) 

Catholic Other 
Christian 
(name of 
denomination ) 
 
 

Other faith 

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)  : 

 

 
 

Child’s surname: 

Child’s  first name: 

 

Home Address: Date of Birth: 

  

 Postcode: 



I confirm that I have read and understood the Admissions Policy and that the 
information I have provided is correct.  I understand that I must notify the school 
immediately if there is any change to these details and that should any information I 
have given prove to be inaccurate that the governors may withdraw any offer of a 
place even if the child has already started school. 
 
 
 
 
 
Signed………………………………………                Date…..………………… 
 
 

Please note: 

• Where applicable parents can obtain a Certificate of Catholic Practice Form from the parish 
in which they worship or from the Diocese of Westminster website.  
 

• Applicants from other Christian denominations and other faiths may attach a letter 
confirming membership, 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. 
 

 
 
Checklist: 
  
Have you enclosed: 
   
Copy of baptism certificate  
   
Certificate of Catholic Practice (where necessary) 
 
Evidence of exceptional need (where necessary). 
    
 
Have you completed your local authority’s Common Application form?  



 
Holy Trinity CE School - Admissions Policy for 2019/20. 

 

Introduction 

The school is a one-form entry so that children are in a class with others of their own age group.  

This policy is designed to allocate places on agreed criteria in the event of there being more 

applications than places available. Our Published Admission Number (PAN) is 30. 

 

Policy 

The school does not have any specific units or facilities for pupils with particular special needs and 

there are no specific facilities for pupils with physical disabilities.  The school is however on a level 

site, and all the accommodation is on one floor; there are also ramps at the main entrance and at the 

entrance to the playground.  All classrooms may be entered without steps.  As far as possible, the 

school will ensure that pupils with disabilities have access to the same opportunities as other pupils.   

 

The Governing Body is responsible for the admission of pupils to Holy Trinity Church of England 

School and admits 30 pupils to Reception each September. This admission number has been agreed 

between the Governing Body and the Local Authority and applies to the year 2019/20. 

 

The Governing Body is required by law to abide by the maximum limits for infant classes (5, 6 and 7 

year olds), ie 30 pupils per class.  

 

Parents/carers are requested to complete our Supplementary Information Form (SIF) and return it to 

the school office by the agreed date.  This can be optained from the office or is available on the 

school website. If a SIF is not completed the Governing Body will apply their admission 

arrangements using the information submitted on the Common Application Form (CAF) only, which 

may result in your application being given a lower priority. The CAF is available online via the HCC 

website www.hertfordshire.gov.uk  

 

Deferred Entry. 

Parents/carers can defer the date their child is admitted to the school until later in the school year 

but not beyond the point at which they reach compulsory school age and not beyond the beginning 

fo the final term of the school year for which it was made. Where parents/carers wish, children may 

attend part-time until later in the school year but not beyond the point at which they reach 

compulsory school age. 

 

Summer-born children. 

Parents of a summer-born (1 April-31 August) child may choose not to send that child to school until 

the September following their fifth birthday and may request that they are admitted out of their 

normal age group to Reception rather than Year 1  

The Admissions Committee will make decisions on the basis of the circumstances of each case and in 

the best interests of the child concerned. They will also take into account the views of the head 

teacher.  

When informing parents of their decision on the year group to which the child should be admitted, 

the Admissions Committee will set out clearly the reasons for their decision. 

http://www.hertfordshire.gov.uk/
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Where an Admissions Committee agrees to a parent’s request for the child to be admitted out of their 

normal age group and, as a consequence of that decision, the child will be admitted to a relevant age 

group (ie Reception), the admission authority will process the application as part of the main 

admissions round. 

The statutory right to appeal does not apply if they are offered a place at the school but not in their 

preferred age group. 

 

Please note that the information in this policy is correct for the year shown. Policies for future years 

may well be different. 

 

How places are offered. 

The Governors are required to admit a pupil with a Statement of Special Educational Need or 

Education Healthcare Plan which names the school 

 

In the event of there being more applications than places available, the Governors will allocate places 

in the priority order of the following criteria. It is assumed that all parents are desirous of their 

children receiving an education within the Christian context of this Church of England School. 

 

1. Children in public care (children looked after) and children who were looked after, but 

ceased to be so because they were adopted (or became subject to a child arrangement order or 

a special guardianship order). Whose parents or guardians are practising members of Christ 

Church, Waltham Cross.  

 

2. Other Children in public care (children looked after) and children who were looked after, but 

ceased to be so because they were adopted (or became subject to a special guardianship order). 

Written supporting evidence should be supplied, at the time of application, from the relevant 

Local Authority (LA) 

 

3. Children of parents or guardians who are practising members of Christ Church, Waltham 

Cross.  By practising is meant attending Sunday worship at Christ Church regularly and 

having a letter from Priest/Minister to verify attendance. 

 

4. Children who reside in the same family grouping and have a sibling at the school at the time 

of their proposed admission. (A 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. 
 

*Children previously looked after are those children adopted or with a special guardianship order or child 

arrangements order. This definition was amended following a determination by the OSA in August 2014. **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. 

 

A sibling must be on the roll of the named school at the time the younger child starts. 

 

 

5. Children of parents and guardians who are practising members of a Christian congregation, 

which is a member of Churches Together in Great Britain, and live within the following 
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geographical area: East of the A10 Great Cambridge Road, the south side of College Road, the 

south side of Windmill Lane, west of the Lea Valley railway and north of the M25 motorway.  

By practising is meant attending church at least six times durinng the year immediately 

prior to application and having a letter from Priest/Minister to verify attendance. 

 

6. Any other children who live within that geographical area. 

 

7. Children of parents or guardians who are practising members of a Christian congregation 

living outside that area.  Practising to be defined as (3) above. 

 

8. 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 available places, the tie-break will be 

distance from the school, straight line distance measurement provided by Hertfordshire County 

Council’s GIS (Geographic Information Systems) system as outlined in the Moving On/Under 11s 

publications.  

Closing date for submissions to the LA is 15th January 2019. 

 

Home address  

The address provided must be the child’s current permanent address at the time of application. ‘At 

the time of application’ means the closing date for applications. “Permanent” means that the child 

has lived at that address for at least a year and/or the family own the property or have a tenancy 

agreement for a minimum of 12 months. 

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. 

 

The date of receiving applications prior to the Governors’ meeting to allocate places has no bearing 

on the allocation of places. Late applications will be considered seperately to those received in line 

with the correct timescales. 

 

 

Procedure 

1. All applicants, including In Year applicants will be asked to complete both the County 

Application Form (which can be done on line) and a school application form (SIF) prior to 

consideration by the Governors. If a SIF is not completed the Governing Body will apply their 

admission arrangements using the information submitted on the Common Application Form 

only, which may result in your application being given a lower priority. School forms may be 

obtained from the school office during school hours or the website. The CAF is available online 

via the HCC website www.hertfordshire.gov.uk/admissions. 

http://www.hertfordshire.gov.uk/admissions
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2. The Governor’s meeting to allocate places for Reception will be held in line with Hertfordshire’s 

agreed date each year. This can be found on the Herts Direct website. The LA will notify parents 

on behalf of the governors if a place has been allocated.  

 

3. Applications for places in a Reception class received after the allocation for places has been made 

but before the class starts at the school will be placed on the Continued Interest (waiting) list. 

This list will be kept open until the end of the Autumn term of the admission year and then 

reviewed termly.  If places subsequently become available the criteria specified in the Admissions 

Policy above will apply. 

 

4. Late applications can only be considered after consideration of all applications received by the 

deadline date regardless of category priority. 

 

5. Older pupils will be considered for admission, providing there is room in the relevant year group, 

according to the published admission rules. All ‘in year’ applications will be co-ordinated by the 

LA on behalf of the school, but a SIF is still requested. 

 

6. The allocation date for Reception places is 18th April 2019. 

 

Notes 

Geographical proximity will be determined by the following definition: 

”The home to school distance will be measured using straight line distance measurement provided 

by Hertfordshire County Council’s GIS (Geographic Information Systems) system as outlined in the 

Moving On/Under 11s.  

Tie Break 

 

When there is a need for a tie break where two different addresses are 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 

logically this will be on the ground floor and therefore closer. If there are two identical addresses of 

separate applicants, the tie break will be random.  

 

 

Home address  

The address provided must be the child’s current permanent address at the time of application. ‘At 

the time of application’ means the closing date for applications. “Permanent” means that the child 

has lived at that address for at least a year and/or the family own the property or have a tenancy 

agreement for a minimum of 12 months. 

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.  
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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. 

 

Appeals 

Parents who have not been allocated a place for their child in the reception class (and other classes 

where there is an in-year admission) have the right of appeal to an independent panel. At transfer 

time parents wishing to appeal who applied through Hertfordshire’s online system should log in to 

their online application and click on the link “register an appeal”. Out of county residents and paper 

applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 

details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the 

appeals system. 

For In Year Admissions: 

HCC will write to you with the outcome of your application and if you have been unsuccessful, we 

will include registration details to enable you to login and appeal online: 

www.hertfordshire.gov.uk/schoolappeals 

 

Continuing interest (waiting) list.  

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

interest list (waiting list). These and late applications will go onto this list in a position determined 

by the admissions criteria. If a place becomes available in the school it will be offered to the child 

that best meets the published admission criteria.  

Parents are requested to inform the governors if they wish their child’s name to be removed. This list 

will be kept open until the end of the Autumn term of the admission year and then reviewed termly. 

 

Fair Access Protocol. 

The school cooperates with the LA’s Fair Access protocol for children who are hard to place and 

children admitted under this protocol will be prioiritised above those on the Continuing interest 

(waiting) list 

 

Success criteria 

The Admissions policy may be considered to show success if: 

 

 Parents and governors have a clear understanding of the criteria and procedures for 

admission to the School. 

 

 In the case of over subscription for places it is proved that a simple and unbiased procedure 

for allocation was followed. 

 

Review date 

The Admissions Committee will review this policy annually. 

http://www.hertfordshire.gov.uk/schoolappeals
http://www.hertfordshire.gov.uk/schoolappeals
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HOLY TRINITY C.E. SCHOOL 
 
SCHOOL APPLICATION FORM (SIF) 
 

CROSSBROOK STREET Headteacher MISS S CHALONER 

WALTHAM CROSS Telephone 01992 623467 

HERTS  EN8 8LU Fax 01992 641644 

 e-mail: admin@holytrinity.herts.sch.uk 

Name of Child Male/Female Date of Birth 

 

 

 

Address 

 

 

 

 

Postcode Telephone 

 

Father's Full Name 

[and address if different to above] 

Mother's Full Name 

[and address of different to above] 

 

 

 

 

 

Please state the name of any person other than those named above who have parental responsibility for this child 

 

 

 

Name and Address of Previous School/Nursery Previous Address (if applicable) 

 

 

 

 

Has the child a brother or sister at this school? 

 

 

Previous Nursery School (For school information only) 

 

If either parent is a practising member of a Christian Congregation please state church 

 

 

 

 

 

Please attach a letter from the priest/pastor/vicar confirming your attendance at a Christian Congregation 

 

For Office Use Only 

 

 

 

 

Application Received 

 

Admission Committee Meeting 

 

Place Offered 

Place Accepted 

 

Pre-School Visit 

 

Date Admitted 

 



HORMEAD CE (VA) FIRST SCHOOL 
ADMISSIONS POLICY: YEAR OF ENTRY SEPTEMBER 2019 
 

 

INTRODUCTION 
Hormead School is a half-form entry Voluntary Aided Church of England School within the Diocese of St Albans, with 
an attached Nursery class. The Governing Body of the school is the Admission Authority. The Governors will admit up 
to the Pupil Admission Number (PAN) of 15 children into the Reception class during each academic year. The 
Governing Body is required to abide by the maximum limits for infant classes (5, 6 and 7 year olds), i.e. 30 pupils per 
class.  
 
Admissions to Reception are conducted independently of admissions to our Nursery, and admission to our Nursery 
does not guarantee a place in our Reception class. Parents of children in our Nursery class must reapply for a place in 
our Reception class. 
 

APPLYING FOR A PLACE 
Reception Year 
The Local Authority or LA, (Hertfordshire CC) operates an agreed coordinated 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. However, offers will be made by the home LA. 
 
Information on completing the ‘on line’ application and notification dates of admission decisions are published in the 
LA admissions booklet which is also available from their website. 
 
All applications must be made on the home LA common application form. Parents/carers are also requested to 
complete our Supplementary Information Form (SIF) and return it to the school office by the dates published for 
applications to the LA. 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. 
 
In-Year Admissions 
All ‘in-year’ applications (for admission to school outside of normal intake periods or for year groups other than 
Reception/Nursery) will be coordinated by the LA on behalf of the school, and to whom in-year applications should 
be made, but a SIF is still requested. Please see the LA website for more information. We also encourage parents to 
contact the school directly to ensure there is a place available and make arrangements to visit the school. 
 

DEFERRING ADMISSION 
Parents can request that the date their child is admitted to the school is deferred until later in the year, or until the 
child reaches compulsory school age in that school year. Parents can also request that their child attends part-time 
until the child reaches compulsory school age in that school year. All children must join our school in the Reception 
Year, or a new application will need to be made for a Year 1 place. 
 
Summer Born Children – Deferred Entry 

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. Normally, this would be to join the school in 

Y1. 

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 taking into account the parent’s views, information about the child’s 

academic, social and emotional development, and whether they have previously been educated out of their normal 

age group. In reaching their decision, Governors will also take into account the views of the Headteacher. 



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 for the child’s normal age group can be withdrawn for that 

year before the place is offered. 

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 Governors agree to a parent’s request for the child to be admitted out of their normal age group and, as a 

consequence of that decision, the child will be admitted to a relevant age group (i.e. Reception) Governors will 

process the application as part of the main admissions round. 

Parents’ statutory right to appeal against the refusal of a place at a school for which they have applied does not 

apply if they are offered a place at the school but it is not in their preferred age group. 

HOW PLACES ARE OFFERED 
A child with a Statement of Special Educational Need or an Educational Health Care Plan which names the school will 
be admitted, in accordance with section 324 of the Education Act 1996.  
 
In the event of there being more applications than available places, the following over-subscription criteria will be 
applied, with Category 1 having the highest priority and so on; 
 

Category 1 
 

All ‘looked after’ children or children who were previously ‘looked after’ but immediately after 
being ‘looked after’ became subject to an adoption, child arrangement or special guardianship 
order. 

Category 2 Children who have a sibling who will be attending the school at the time of entry. 

Category 3 Children who at the time of entry are living within the ecclesiastical parish of Hormead with 
Wyddial. (This area includes the villages of Great Hormead, Little Hormead, Hare Street and 
Wyddial). The website www.achurchnearyou.com is a useful check for parish of residence. 

Category 4 Children who at the time of entry are living in any of the following parishes which are part of the 
same overall benefice: Anstey, Brent Pelham and Meesden. The website 
www.achurchnearyou.com is a useful check for parish of residence. 

Category 5 Children living outside the areas defined in categories 3 and 4 where one or more of whose 
parents/guardians have, at the time of application, and for a period of one year previously, 
attended public worship at a Church of England Church, at least once in each calendar month for 
at least one year prior to application being made. 

Category 6 Children living outside the area defined in categories 3 and 4 where one or more of whose 
parents/guardians have, at the time of application, and for a period of one year previously, 
attended public worship at a Christian Church of any denomination, at least once in each 
calendar month for at least one year prior to application being made. 

Category 7 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 available places, the tie-break will be distance from the school, 
measured using the computerised ‘straight line’ mapping system operated by the LA as described in their admissions 
literature and website. Where this distance measurement results in more than one child having an identical claim to 
the last available place as a result of living in flats, priority will be given to the lowest house number. 
 
The Governors cooperate with the fair access policies of the LA. Where a twin or multiple birth child is offered the 
last available place the other twin or sibling(s) will be offered a place as an exception to the infant class size rule. 

 
 
 

http://www.achurchnearyou.com/
http://www.achurchnearyou.com/


DEFINITIONS 
In respect of Categories 1, 3, 4 and 5, the Governors use the same definitions as the LA, set out in their admissions 
literature and website (click here to view their website). 
 
Category 1 Children in public care (Children looked after). 
 
Category 2 “Sibling”  
A sibling refers to a brother or sister, half brother or sister, adopted brother or sister, 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.) Every effort will be made to accommodate twins and other ‘multiple-birth’ applications. 
 
Categories 3 and 4 Home Address 
Please note that evidence of permanent residency at the quoted address may be sought. 
 
Categories 6 and 7 Church Attendance 
The governors define a ‘Christian’ Church to be one which is a member of Churches Together in England or the 
Evangelical Alliance. Applicants in these categories will be required to provide evidence of their attendance from 
their Parish Priest/Minister, by asking them to complete a Clergy Reference Form. 
 

UNSUCCESSFUL APPLICATIONS: Appeals 
Parents who have not been allocated a place for their child have the right of appeal to an independent panel. 
Parents will be informed of their right to appeal in the allocation letter from the home LA. If they wish to appeal 
parents should contact the Hertfordshire LA Customer Focus team. 
 
At transfer time, 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 online, 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 (waiting) list 
In the event of more applications than available places the Governors will maintain a Continuing Interest list (waiting 
list). These, and late applications, will go onto this list in a position determined by the over-subscription criteria. If a 
place becomes available in the School, it will be offered to the child that best meets the published admission rules. 
 

REVIEW OF THIS POLICY 
This policy is correct for the dates listed in its title. Future and past policies may differ. The Admissions Policy for our 
school is reviewed annually by the Governing Body. 

https://beta.hertfordshire.gov.uk/services/schools-and-education/school-admissions/primary-junior-and-middle-schools/primary-junior-and-middle-school-places.aspx


Hormead First and Nursery School 
Supplementary Information Form 

Please return this form by the deadline for Admissions. 
 

Your Child’s Details 
 
Name of Child (in full) __________________________________________________________________________ 
 
Date of Birth ___________     Male/Female   (delete as appropriate) 
 

Applicant Details 
 
Mr/Mrs/Miss/Ms/Other _______________   Name __________________________________ 
 
Address _____________________________________________________________________________________ 
 
Post Code _________________________   Telephone Number _______________________ 
 
Relationship to child_________________ 
 
Please state under which category of the Admissions Policy you are making this application. 
 
Categories: 
 

1. Children Look After     
2. Siblings 
3. Live in Ecclesiastical Parish 
4. Live in Benefice 
5. Attend C of E Church 
6. Attend public place of Worship 
7. Any Other Children. 

 

Further Information 
Applications for Category 1 Looked After Children will need to provide confirmation that they are or have been in 
public care. 
 
Applications under Category 2 should note here sibling’s details: 
 
Siblings Full Name ________________________________________ Date of Birth _____________________ 
 
Address if different from above _________________________________________________________________ 
 
Applications under Categories 3 and 4: we will use the address provided to verify eligibility under these categories. 
 
Applications under Categories 5 and 6: Please complete the Commitment to a Christian Place of Worship form on 
the reverse of this side. The Priest/Minister will need to sign the form and provide contact details. 

 
I confirm that the information I have given on this form is correct. 
 
Signed _________________________________   Full Name ______________________________ 
                    
 

Date ______________________ 

 
Please return this form to the School Office as soon as possible, and by the County Admissions Deadline 
at the latest: Hormead First School, Great Hormead, Buntingford, Hertfordshire, SG9 0NR 



 

Applying under Categories 5 or 6: Commitment to a Christian Place of Worship Form 
 

This section will need to be signed by the Priest/Minister of your place of worship. 
 

Name of applicant for a place at Hormead First School _______________________________________ 
 
Name of Church attended by parents/carers ________________________________________________ 
 
Address of Church _____________________________________________________________________ 
 
I confirm that _____________________________ has attended regularly (at least once a month for the 
past  
 
six months) at _________________________________________________________________________ 
 
Signed ______________________________________ Priest/Minister 
 
Name __________________________________           Address __________________________________ 
 
_____________________________________________________________________________________ 
 
Date _____________________________  Contact telephone number ____________________________ 
 
 

************************************** 
 

Further statement if more than one church attended in the last six months. 
 
Name of Church attended by parents/carers ________________________________________________ 
 
Address of Church _____________________________________________________________________ 
 
I confirm that _____________________________ has attended regularly (at least once a month for the 
past  
 
six months) at _________________________________________________________________________ 
 
Signed ______________________________________ Priest/Minister 
 
Name __________________________________           Address __________________________________ 
 
_____________________________________________________________________________________ 
 
Date _____________________________  Contact telephone number ____________________________ 



 
 

 
 

 
 
 
 
 
 
 

 
GOVERNORS' ADMISSIONS POLICY 

2019 – 2020 
 
 
John F Kennedy Catholic School is a secondary school established under the Westminster 
Diocese Trust Deed (Published Admission No. (PAN): 180).  Accordingly, it is the Governors’ 
intention that the distinctive Catholic ethos will always be maintained.   
 
As a Catholic school, we aim to provide a Catholic education for all our students.  At a Catholic 
school, Catholic doctrine and practise permeates every aspect of the school’s activity.  It is 
essential that the Catholic character of the school’s education be 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 Governors encourage applications from 
parents/carers who wish their child to receive a Catholic education.  When the number of 
applicants exceeds the admission number, offers of places are made using the following criteria 
in order of priority: 

OVERSUBSCRIPTION CRITERIA 

 

1. Catholic
1
 looked after

3
 children and Catholic children who have previously been looked after 

and since adopted, made subject to Child Arrangements Orders
4
 or Special Guardianship

5
 

Orders immediately
6
 following having been looked after. 

2. Baptised Catholic children with a sibling
7
 at John F Kennedy Catholic School, where the 

sibling will be expected to be in attendance at the time of admission. 
3. Baptised Catholic

 
children from St Cuthbert Mayne Junior (Hemel Hempstead), St Albert the 

Great Primary (Hemel Hempstead) and St Thomas More Primary (Berkhamsted) Schools 
with a Certificate of Catholic Practice

2
. 

4. Other Baptised Catholic children with a Certificate of Catholic Practice
2
. 

5. Other Baptised Catholic children. 
6. Other looked after

3
 children and children who have previously been looked after and since 

adopted, made subject to Child Arrangements Orders
4
 or Special Guardianship

5
 Orders 

immediately
6
 following having been looked after. 

7. Other children with a sibling
7
 at John F Kennedy Catholic School, where the sibling will be 

expected to be in attendance at the time of admission. 
8. Other children from St Cuthbert Mayne Junior (Hemel Hempstead), St Albert the Great 

Primary (Hemel Hempstead) and St Thomas More Primary (Berkhamsted) Schools. 
9. Children from other Christian

8
 denominations (supported by confidential written confirmation 

of membership of their faith from a faith leader. 
10. Children from other faiths

9
 (supported by confidential written confirmation of membership of 

their faith from a faith leader). 
11. Any other applicants. 
 
All Catholic applicants must provide a copy of their Baptismal Certificate and those 
applying under criteria 3 and 4 are also required to submit a Certificate of Catholic 
Practice

2
. 

 
 



 

 The Governors will give top priority within each category to an application where there is 
compelling evidence of an exceptional social, medical or pastoral need of the child which can 
only be met at this school.  This must be supported by detailed documentary evidence from 
an appropriate professional, such as a social worker, doctor or priest, submitted with the 
application form.  
 

 Tie-Break 
In the event of the Governors being unable to admit all the applicants in a particular category, 
the straight line distance measurement provided by Hertfordshire County Council’s GIS 
system, shall be the determining factor in offering admission.  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 Governors will admit over the agreed PAN in order to accept applicants in the same 
criteria who live exactly the same distance away from the school.  In the case of flats where 
the distance is exactly the same, the lowest number will be presumed to be nearer  

 Occasionally the last child we offer a place to is the first child from a family with multiple 
births.  If this happens we will offer a place to the subsequent twin even if it takes the school 
over our agreed number 

 The number of places offered under each oversubscription criterion varies from year to year.  
In some years the school fills at criterion 4 and in other years criterion 9. 

 
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 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. 
 
Children educated outside their chronological age group 
Any application for a child to be educated out of his/her age group will be considered by 
governors on an individual basis and will only be granted in exceptional circumstances. Parents 
should write to the Chair of Governors during the autumn term in the (academic) year of 
application, giving reasons and providing compelling professional evidence. 
 
Application Procedures and Timetable for Admission into Year 7 
To apply for a place at this school, you must complete the Secondary Application Form 2019 
from the Local Authority where you live and return it to the School Admissions section of the 
same Local Authority by the 31

st
 October 2018.   

 
In addition parents are requested to complete our Supplementary Information Form and 
return it to the school office by the 31

st
 October 2018.  If the Supplementary Information Form is 

not completed, the Governing Body will apply their admission arrangements using the 
information submitted on the Secondary Application Form only, which may result in your 
application being given a lower priority. 
 
You will be advised of the outcome of your application on 1

st
 March 2019.  If you are 

unsuccessful you may ask us for the reasons, related to the oversubscription criteria listed 
above, and you have the right to appeal to an independent appeal panel. 
 
Appeals 
The school follows Hertfordshire County Council’s Guidance on Admission Appeals and the DfE 
Schools Admissions Appeal Code (2014).  Please contact the School Admissions Officer for a 
copy of the Appeals Pack.  To ensure that your appeal is heard during the summer term, the 
school must receive your appeal by 3.00pm on 23

rd
 April 2019. 

 
 
 



 
 
Late Applications 
Any application received after the statutory deadline will be treated as a late application.  Late 
applications are not dealt with until all the on time applications have been considered.  If 
there are exceptional reasons why you were unable to make your application by the closing date, 
please write to the Admissions Team in the Local Authority where you live giving your reasons 
and enclosing supporting evidence by their published deadline.   
 
Continuing Interest List (CIL) 
In addition to the right to appeal, unsuccessful candidates will be offered the opportunity to be 
placed on the Continuing Interest List.  This list will be maintained in order of the oversubscription 
criteria set out above and not in the order in which applications are received or added to the list.  
Names are normally removed from the list after one year unless the applicant requests 
otherwise.   
 
Students with an Education Health and Care (EHC) Plan 
The admission of a child with an Education Health and Care (EHC) Plan is dealt with by a 
completely separate procedure.  The procedure is integral to the making and maintaining of 
statements by the child’s home Local Authority.  Details of this separate procedure are set out in 
the Special Educational Needs Code of Practice. Under the Education Act 1996, the Governors 
are obliged by law to admit any child with an Education Health and Care (EHC) Plan where this 
school is named. 
 
In-Year Admissions 
Applications for In-Year admissions are made to Hertfordshire County Council.  In addition to this 
application, parents must also complete the school’s Supplementary Information Form (SIF) and 
return direct to the school.  If a place is available and there is no waiting list, 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 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 CIL.  This CIL will be 
maintained by the Governing Body in the order of the oversubscription criteria as modified above 
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 re-
rank the list and make an offer.  
 
Sixth Form Admission 
Entry criteria for admission to the Sixth Form is based upon the GCSE average point score 
(APS). Students who wish to study 3 A level subjects must achieve an APS of 4.5 points. Many 
subjects also require a minimum GCSE grade in that subject to continue at A level. These 
requirements are published at the start of the application process. 
 
Students who have not achieved grade 4 or above in both GCSE English Language and GCSE 
Mathematics will also continue to study these subjects until they achieve a grade 4. 
  
The governors also welcome applications from external students provided that they meet the 
minimum entry requirements, complete the West Hemel Sixth Form Partnership Into KS5 
Application Form for External Students and return this direct to the school.  The number of 
intended admissions to the Sixth Form for the year commencing September 2019 will be 180.  
The Published Admission No. (PAN) for external applicants is 50.  In the case of over 
subscription then the criteria used for admission to year 7 will be applied giving preference to 
Catholic applicants. 
 



Notes (these notes are part of the oversubscription criteria) 

 
For the purpose of this policy 
 
 “Home Address” is defined as “where the child resides for 50% or more of the school week” 

 
1 “Catholic” means a member of the 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.    
 

2 ‘Certificate of Catholic Practice’ means a certificate issued by the family’s parish priest (or the priest in 
charge of the church where the family attends Mass) in the form laid down by the Bishops’ Conference 
of England and Wales. It will be issued if the priest is satisfied that at least one Catholic parent or carer 
(along with the child, if he or she is over seven years old) have (except when it was impossible to do so) 
attended Mass on Sundays and holy days of obligation for at least five years (or, in the case of the 
child, since the age of seven, if shorter). It will also be issued when the practice has been continuous 
since being received into the Church if that occurred less than five years ago. It is expected that most 
Certificates will be issued on the basis of attendance. A Certificate may also be issued by the priest 
when attendance is interrupted by exceptional circumstances which excuse from the obligation to attend 
on that occasion or occasions. Further details of these circumstances can be found in the guidance 
issued to priests http://rcdow.org.uk/education/governors/admissions/  
 

3 A “looked after” child 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 service functions (see the definition in 
Section 22(1) of the Children Act 1989) at the time of making an application to the school.  
 

4 Under the provisions of the Children and Families Act 2014 which defines ‘Child Arrangements Order’ 
as an order settling the arrangements to be made as to the person with whom the child is to live.  
 

5 See Section 14A of the Children Act 1989 which defines a ‘Special Guardianship Order’ as an order 
appointing one or more individuals to be a child’s special guardian (or special guardians). 
 

6 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 criteria 1 or 6. 
 

7 “sibling” relates to those students who are at the school at the time of admission rather than at the time 
of application.  A sibling means the sister, brother, step brother or sister, half-brother or sister, adopted 
brother or sister, or the child of the parent/carer or partner, and in every case living in the same house 
Monday to Friday.  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.” 
 

8 “Children of other Christian denominations” means: children who belong to other churches and ecclesial 
communities which, acknowledging God’s revelation in Christ, confess the Lord Jesus Christ as God 
and Saviour according to the Scriptures, and, in obedience to God’s will and in the power of the Holy 
Spirit commit themselves: to seek a deepening of their communion with Christ and with one another in 
the Church, which is his body; and to fulfil their mission to proclaim the Gospel by common witness and 
service in the world to the glory of the one God, Father, Son and Holy Spirit. An ecclesial community 
which on principle has no credal statements in its tradition, is included if it manifests faith in Christ as 
witnessed to in the Scriptures and is committed to working in the spirit of the above.  
All members of Churches Together in England and of CYTÛN are deemed to be included in the above 
definition, as are all other churches and ecclesial communities that are in membership of any local 
Churches Together Group (by whatever title) on the above basis. 
 

9 “Children of other faiths” means children who are members of a religious community that does not fall 
within the definition of ‘other Christian denominations’ and which falls within the definition of a religion 
for the purposes of charity law. The Charities Act 2011 defines religion to include:  

 A religion which involves belief in more than one God, and  

 A religion which does not involve belief in a God. 
 

http://rcdow.org.uk/education/governors/admissions/


 
Supplementary Information Form 
for Admissions in 2019-20 
 

Please complete in capitals and black ink 
 

Name of child ................................................................................................................................................... 
 
Date of birth ............................................ 
 
Address (including postcode):  ......................................................................................................................... 
 

.......................................................................................................................................................................... 
 
Telephone No. .................………………………Other contact details...............................................................   
 
Email address: ………………………………………………………………………………………………………….. 
 
Full name of Father/Mother/Carer ................................................................................................................. 

 

 

Is your child a baptised Catholic?              YES/NO 
(please attach a photocopy of the Certificate of Baptism to this form) 
 
If NO, does your child practise in another Christian denomination/other faith?             YES/NO 
 
Please specify which faith :   
(please attach written confirmation of membership of your faith from a faith leader and a photocopy of the Certificate of Baptism to this 
form, where applicable)  

 

Does your child attend St Cuthbert Mayne Junior (Hemel Hempstead), St Albert the Great Primary (Hemel 
Hempstead) and St Thomas More Primary (Berkhamsted) Schools?                                                                                                             
                                                                                                        YES/NO 
 
If YES, please specify which school……………………………………………………………………… 

 

If your child is Catholic and has a brother or sister who is expected to be attending JFK in September 2019 – 
please give name(s)  
 

…………………………………………………………………………………Form(s)………………………… 
 
If your child is not Catholic and has a brother or sister who is expected to be attending JFK in September 2019 
– please give names(s) 
 

…………………………………………………………………………………Form(s)………………………….. 
 
 

Does your child have a compelling exceptional need?                    YES/NO 
 

If yes, please attach detailed documentary evidence from an appropriate professional. 
 

Is your child ‘looked after’ by the Local Authority, adopted (having previously been ‘looked after’), or subject 
to a Child Arrangements Order or Special Guardianship Order immediately following having been looked after? 
                    
                                                                                                         YES/NO 
 

If yes, please attach detailed documentary evidence from an appropriate professional. 
 

Please return this form together with a completed Certificate of Catholic Practice/Confirmation of Membership 
of a Non-Catholic Faith and a copy of your child’s Baptismal Certificate (where applicable) by 31st October 
2018 to :- 

The Admission Officer,  
John F Kennedy Catholic School, 
Hollybush Lane, Hemel Hempstead,  
Herts, HP1 2PH                                                                                                                               

      FOR OFFICIAL USE ONLY: 
                                                                              



NON-CATHOLIC APPLICANTS ONLY 
Please complete in capitals and black ink 

  
CONFIRMATION OF MEMBERSHIP OF A NON-CATHOLIC FAITH 

 
 

INFORMATION FOR ADMISSION IN SEPTEMBER 2019 
(Written confirmation of family commitment to your faith) 

 
 
GUIDANCE NOTES FOR PARENTS/CARERS 
 
• Please complete Part A of this form and then hand it to your Faith Leader  

 
• Part B will be completed by your Faith Leader and returned to you for you to include with your 

Supplementary Information Form 
 
 
PART A 
 
Name of child ......................................................................................................... 
 
Date of birth ......................................... 
 
Address ..........................................................................……………………....…………………………. 
 
…………………………………………………………………………………………………………………… 
 
Name of Father, Mother, Carer ……................................................................……..…………............. 
 
Name of Faith Leader 
 
………………………………………………………………………………………………………………..…. 
 
 
 
GUIDANCE NOTES FOR FAITH LEADER 
 
Please fill in PART B of this form to verify that the child named above is a member of your faith 
community.  
 
PART B 
 
I hereby certify that this child and his/her family are known to me and, are members of our faith 

community. 

Name of Faith Leader (please print) …………………………………………………………………. 
                                                   
Signature of Faith Leader …………………………………………………………….. 
 
Name and address of place of worship 
 

…………………………………………………………………………………………………………………….. 

…………………………………………………………………………………………………………………….. 

 

 
Seal 

or stamp 



 
 

 
 
 
 
 
 
 
 
 
 

APPLICATION FOR ENTRY TO THE SIXTH FORM 
SEPTEMBER 2019 

 
John F Kennedy Catholic School offers students a wide range of courses providing you 
with the very best opportunity to excel in your Sixth Form courses in order to progress to 
Higher Education or other pathways after Year 13. In addition we have a great tradition of 
collaborative working with partner schools in the area in order to offer an even wider 
choice. This will continue in 2019-20, in particular, with The Hemel Hempstead School. 
 
Please indicate on the application form the courses that you would like to study in Year 12 
(mark the courses 1 to 3, 1 being your first choice).  Your choices should be sensible and 
based on your current predicted grades, the entry criteria for the courses and the 
combination that is going to allow you to achieve the highest grades possible in order to 
maximise your choices on leaving school.  Although each applicant will be considered on 
an individual basis the average GCSE points score required for a programme of: 

• 3 A-Levels will be 4.0 
• 4 A-Levels will be 7.0  

Students wishing to study a mixture of A-Levels and BTEC courses must satisfy the 
requirements of the individual courses. 
 
We will consider your options along with information from your Achievement Leader and 
confirm the offer by the end of the Spring Term.  In order to ensure as many students as 
possible are allocated their chosen options you may be assigned to a class at a partner 
school, but every effort will be made to ensure that you take as many courses as possible 
here.  If very few students choose a particular course it may not run.  
  
This completed form should be signed by both student and parent/carer and returned to Mr 
Palumbo by Monday 28th January 2019.  Forms received after this date will be dealt with 
as late applications. 
 
Surname:  

 
First Name:  

Address:  
 

Post Code:  
 

Home Tel:  

Date of Birth:  
 

Male/Female:  

Mobile No: 
 

 Email:  

. 
 

Predicted Grades: 
 

English 
Language 

 Maths  

    PTO 



 

 

Please indicate on the form below the courses that you would like to study in Year 12. 
Mark the courses 1 to 3, 1 being your first choice (1 to 4 if you are applying to take 4 
subjects).   

 
Art & Design - Fine Art  Geography  

Art & Design – Photography  German  

Biology  Government & Politics  

Business BTEC  Food Science and Nutrition            
Level 3 Diploma (equivalent to 1 A-
level) 

 

Business Studies  History  

Chemistry  Mathematics  

Computer Science  Music  

Dance  Physical Education  

Design & Technology: Product Design  Physics Philosophy  

Digital Media                                                     
Level 3 Cambridge Technical Extended 
Certificate (equivalent to 1 A-level) 

 Philosophy  

Drama & Theatre Studies  Photography  

Economics  Psychology  

English Literature  Religious Studies  

French 

 

 Sociology  

Further Mathematics  Spanish  

  Sport BTEC (equivalent to 1 A-level)  

*subjects may change 
 
 

Signed (Student): Date: 

Signed (Parent/Carer): Date: 

 

 
 
 
 
Please return to: Mr I. Palumbo, Senior Assistant Headteacher, John F. Kennedy 
Catholic School, Hollybush Lane, Hemel Hempstead HP1 2PH by Monday 28th January 
2019 



 
 

 

  
  

TTHHEE  JJOOHHNN  HHEENNRRYY  NNEEWWMMAANN  CCAATTHHOOLLIICC  SSCCHHOOOOLL  
AADDMMIISSSSIIOONNSS  PPOOLLIICCYY  22001199//22002200  

  

 

 
The John Henry Newman Catholic School was founded by the Catholic Church to provide education 
for children of Catholic families. As a Catholic School the Governing Body aims to provide a Catholic 
education for all pupils and students of the School in accordance with the School’s Trust Deed and 
Instrument of Government. Catholic doctrine and practice permeates every aspect of the School’s life 
and activities.  
 
It is essential that the Catholic character of the School’s education is fully supported by all families in 
the School. All applicants and candidates are therefore expected to give their full, unreserved and 
positive support for the aims and ethos of the School. 
 
1. Admissions 
 
1.1 The Governing Body has responsibility for admissions into the School and has a published 

admissions number of 240 pupils’ to Year 7 in the School year which begins in September 
2019. 

1.2 Pupils will be admitted to Year 7 from the age of 11, without reference to ability or aptitude.  
1.3  In this policy, ‘applicant’ refers to you, the parent/guardian applying for the place, and 

‘candidate’ refers to the child for whom an application is made. 
1.4 The School encourages applications from parents/guardians who wish their child to receive a 

Catholic education.  Whenever there are more applications than places available, priority will 
always be given to applications in accordance with the oversubscription criteria listed below. 

1.5 Governors recognize the following as Feeder Primary Schools: 
 

       Our Lady Hitchin 
       St John’s Baldock 
       St Joseph’s Hertford 
       St Margaret Clitherow Stevenage 
       St Mary’s Royston 
       St Thomas More Letchworth 
       St Vincent de Paul Stevenage 
       The Holy Family Welwyn 
    Our Lady’s Welwyn 

 
1.6 The School is committed to taking vulnerable children who are hard to place, in accordance 

with locally agreed protocols.  Accordingly, outside the normal round of admissions, the 
Governing Body is empowered to give absolute priority to a child where admission is 
requested under any local protocol which carries the agreement of both the Governing Body 
and the Diocese for the current admission year. The Governing Body has this power even 
when admitting such a child would exceed the Published Admission Number. 

 
1.7 Places will be allocated to pupils with an Education, Health and Care (EHC) Plan where The 

John Henry Newman Catholic School is named in the Education, Health and Care (EHC) 
plan.  

 
1.8 Children educated outside their chronological age group 
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Any application for a child to be educated out of his/her age group will be considered by 
Governors on an individual basis and will only be granted in exceptional circumstances.  
Parents/Guardians should write to the Chair of Governors during the autumn term in the 
(academic) year of application, giving reasons and providing compelling professional 
evidence. 

 
2. Oversubscription Criteria 
 
Where the number of applications exceeds the number of places available, places will be offered in the 
following order of priority: 
 
Category 1 Catholic looked after children and Catholic children who have been adopted (or 

made subject to a child arrangement or special guardianship orders) immediately 
following having been looked after (see notes A and C) 

 
Category 2 Catholic Children (see note A): 

In considering applications in Category 2 the following criteria will be applied in 
the following order: 
 
2.1    A Catholic Child with a Certificate of Catholic Practice   
         (Practising Catholic see Note B) 
 
2.2     Other Catholic Children 

 
Category 3  Other looked after children and children who have been adopted (or made subject 

to a child arrangement or special guardianship orders) immediately following 
having been looked after (see note C) 

 
Category 4 Catechumens and baptised children of Eastern/Orthodox Churches, where the 

application is supported by a certificate or letter of reception into the order of 
Catechumens or a baptism certificate from an Eastern Christian Church. 
 

Category 5 Children from families of other Christian denominations where the application is 
supported by a baptismal certificate or equivalent document completed by their 
minister/faith leader. (see note F) 

 
Category 6 Children from families of other faiths where the application is supported by a letter 

confirming membership or equivalent document completed by their minister/faith 
leader.  (see Note G) 

 
Category 7  Any other children 
 
3. Prioritising Applications 
 
Priority will be applied within Categories in the order set out below (see notes D)   
 
(i) attendance of a sibling at the School AND by the child at a Feeder Primary School  
(ii) attendance of a sibling at the School BUT the child does not attend a Feeder Primary School  
(iii)      attendance by the child at a Feeder Primary School BUT no sibling at the School 
(iv)      no attendance at a Feeder Primary School and no sibling at the School 
 
The Governing Body will give top priority to an application within a category where compelling 
evidence is provided at the time of application of an exceptional social, medical or pastoral need of the 
child which can only be met at The John Henry Newman Catholic School. Evidence of such factors 
must be provided from an appropriate professional at the time of application. 
4. Tie Break 
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Where the offer of places to all applicants in any of the categories or subcategories listed above would 
lead to oversubscription the places up to the admissions number within that category or sub category 
will be offered to those living nearest the School.  The home to school distance will be measured using 
the home-school measurement system used by Hertfordshire County Council. 
 (Home to school distances for admission allocation purposes will be measured along a straight line between a 
child’s address and the school. 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.  This is an objective method of measuring home to school distances 
consistently when applying admission rules.  It does not take into account the actual or expected route a child 
will travel to school).   
 
Home is defined as the child’s current permanent address at the time of application.  (See Note M). If 
two or more children have equal priority after applying all the criteria then each will be admitted.   
 
Where one child is offered a place but a twin/triplet/siblings of that child applying for a place in the 
same academic year group is not offered a place the twin/triplet/sibling will also be offered a place at 
the School, even when admitting such a child(ren) would exceed the Published Admissions Number. 
 
5.  Information About Applications Last Year 
 
The School is usually oversubscribed with Catholic candidates.  Last year the Governing Body 
received 686 applications for the 240 places in Year 7.   
 
6.  Application Procedures And Timetable 
 
To apply for a place at this School you must complete the ‘online’/eAdmission form from the Local 
Authority (LA) in which you live and return to your LA.  
 
The School Supplementary Information Form (SIF) and baptismal certificate and or equivalent 
document provides information necessary for The Governing Body to apply the School’s Admissions 
Policy accurately.  Only upon completion of these can the Governing Body categorize applications. In 
the absence of such documents the Governing Body will categorize an application on the information 
provided at the time of an application made through the Local Authority and are likely only to be able 
to allocate to the lowest appropriate category. In such circumstances it is unlikely that your child will 
be offered a place at the School. 
 
CERTIFICATE OF CATHOLIC PRACTICE  
Applicants applying under criteria (2) must submit a Certificate of Catholic Practice by the closing 
date.  The Certificate of Catholic Practice should be obtained from the priest at the church where the 
family normally worships.   It can also be downloaded from the Diocese of Westminster website: 
http://rcdow.org.uk/education/governors/admissions/. 
 
The completed SIF together with the Certificate of Catholic Practice or Certificate of Other Faith 
Practice (and any necessary accompanying documentation) should be forwarded to: The Admissions 
Secretary, The John Henry Newman Catholic School, Hitchin Road, Stevenage, Hertfordshire, SG1 4AE. 
 
The closing date for applications is 31 October 2018.   The Local Authority, on behalf of the Governing 
Body, will despatch information to parents regarding their allocation on 1 March 2019.  You should 
indicate your acceptance of the place as soon as possible.   The school maintains a continued interest 
list ranked according to the published criteria, and places will be offered as and when vacancies occur.  
The list will remain open for twelve months following the normal date of admission.  If you wish your 
child’s name to stay on the waiting list you must apply to the school in writing before the twelve 
month period expires. 

  Admissions Policy 2019/2020 3 

http://rcdow.org.uk/education/governors/admissions/


All unsuccessful applicants have the right to appeal to an independent panel for a place to be made 
available for their child.  Parents wishing to appeal, who applied through Hertfordshire’s online 
system should log in to their online application and click on the link “register an appeal”.  Out of 
county residents and paper applicants should call the Customer Service Centre on 0300 123 4043 to 
request their registration details and log into:  
www.hertfordshire.gov.uk/school appeals and click on the link “log into the appeals system”. 
 
7.  In-Year Admissions and Continuing Interest Lists 
 
In year applications are made directly to the School.   If a place is available and there is no continuing 
interest list then the Governing Body will admit the child and the LA will be notified and an offer 
letter will be sent to the applicant.  If more applications are received than there are places available 
then applications will be ranked by the Governing Body in accordance with the oversubscription 
criteria.  If a place cannot be offered at this time then you may ask us for the reasons and you will be 
informed of your right of appeal.  Parents wishing to appeal should contact the Customer Service 
Centre on 0300 123 4043 to request registration details and log into:  www.hertfordhsire.gov.uk/school 
appeals and click on the link ‘log into the appeals system’.  You will be offered the opportunity of 
being placed on a continuing interest list.  This continuing interest 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 normally removed from the list after 12 months unless 
applicants indicate otherwise.  When a place becomes available the Governing Body will re-rank the 
list, by applying he published rules, so that the Local Authority can inform the parent that the school 
is making an offer.  The Governing Body will inform parents whether or not a place is to be offered. 
 
8 Additional Points Relating To This Admissions Policy 
 
The Governing Body will not consider repeat applications in the same academic year, unless there 
have been significant and material changes in the circumstances of the family. 
 
Parents are asked to confirm that they understand that they must notify the school immediately if 
there is any change to details provided and that should any information they have given prove to be 
inaccurate or misleading, governors may withdraw any offer of a place even if the child has already 
started school. 
 
The School has a uniform, including sports kit.  Governors operate a Hardship Fund which means that 
no family should feel unable to apply for admission on account of uniform costs. Parents who wish to 
make use of this facility should write to the Headteacher once a place has been offered. The process is 
confidential. 
 
As the relevant Admissions Authority, the Governing Body of the School makes no charge or cost 
relating to the admission of a pupil to the School. 
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 NOTES (THESE NOTES FORM PART OF THE OVERSUBSCRIPTION CRITERIA) 
 
A For the purpose of admission criteria ‘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 full communion 
with the Catholic Church.  For the purposes of this policy this includes a looked after child in 
the process of adoption and living with a Catholic family, where a letter from a priest 
demonstrates that the child would have been baptised were it not for his/her status as a looked 
after child.  For a child to be treated as Catholic evidence of Catholic baptism or reception in the 
Catholic Church will be required.  Those who have difficulty obtaining written evidence of 
baptism should contact their parish priest who, after consulting with the diocese will decide 
how the question of baptism is to be resolved and how written evidence is to be produced in 
accordance with the law of the Church. 

 
B ‘Certificate of Catholic Practice’ means a certificate issued by the family’s parish priest (or the 

priest in charge of the church where the family attends Mass) in the form laid down by the 
Bishops’ Conference of England and Wales.  It will be issued if the priest is satisfied that at least 
one Catholic parent or carer (along with the child, if he or she is over seven years old) have 
(except when it was impossible to do so) attended Mass on Sundays and holydays of obligation 
for at least five years (or, in the case of the child, since the age of seven, if shorter).  It will also be 
issued when the practice has been continuous since being received into the Church if that 
occurred less than five years ago.  It is expected that most Certificates will be issued on the basis 
of attendance.  A Certificate may also be issued by the priest when attendance is interrupted by 
exceptional circumstances which excuse from the obligation to attend on that occasion or 
occasions.  

 
C ‘Child looked after’ has the same meaning as in Section 22 of the Children Act 1989 and means 

any child in the care of the Local Authority or provided with accommodation by them (eg 
children with foster parents). 

 
D 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 order or child arrangements order.  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.  A pupil in the School will 
only count to add priority to a sibling if he/she will be attending the School in Years 7 to 13 at 
the time of admission. 

 
E The definition of family includes the child and at least one parent, although the Governing Body 

will consider other circumstances, for example, when a grandparent supports the child or where 
the child is unsupported in the practice of his or her faith. The definition of parent is as defined 
in the Education Act 1996. 

 
F For the purposes of this admission policy the definition of Children of Other Christian 

denominations means: children who belong to other churches and ecclesial communities which, 
acknowledging God’s revelation in Christ, confess the Lord Jesus Christ as God and Saviour 
according to the Scriptures, and, in obedience to God’s will and in the power of the Holy Spirit 
commit themselves: to seek a deepening of their communion with Christ and with one another 
in the Church, which is his body; and to fulfil their mission to proclaim the Gospel by common 
witness and service in the world to the glory of the one God, Father, Son and Holy Spirit.  An 
ecclesial community which on principle has no creedal statements in its tradition, is included if 
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it manifests faith in Christ as witnessed to in the Scriptures and is committed to working in the 
spirit of the above.  All members of Churches Together in England and of CYTÛN are deemed 
to be included in the above definition, as are all other churches and ecclesial communities that 
are in membership of any local Churches Together Group (by whatever title) on the above basis. 

 
G For the purpose of this admission policy the definition of Children of other Faiths means 

children who are members of a religious community that does not fall within the definition of 
‘other Christian denominations’ and which falls within the definition of a religion for the 
purposes of charity law.  The Charities Act 2011 defines religion to include: 

 ● A religion which involves belief in more than one God, and  
 ● A religion which does not involve belief in a God 
  
 Case law has identified certain characteristics which describe the meaning of religion for the 

purposes of charity law, which are characterised by a belief in a supreme being and an 
expression of belief in that supreme being through worship. 

 
H Adopted:  An adopted child is a child whose parents can give proof of their status as adopted 

and previously looked after. 
 
I Child Arrangements Order:  A Child Arrangement order is an order under the terms of the 

Children Act 1989 s.14 which defines it as an order settling the arrangements to be made as to 
the person with whom the child is to live. 

 
J Special Guardianship Order:  A special guardianship order is an order under the terms of the 

Children Act 1989 s.14A which defines it as an order appointing one or more individuals to be a 
child’s special guardian(s). 

 
K Catechumen:  Means a child who is a member of the catechumenate of a Catholic Church. This 

will normally be evidenced by a Certificate of Reception into the Order of Catechumens. 
 
L Eastern Christian Church:  Includes Orthodox Churches, and is normally evidenced by a 

Certificate of baptism or Reception from the authorities of that Church. 
  
M Resident:  As outlined in the Hertfordshire County Council admission arrangement literature 

the address provided must be the child’s current permanent address at the time of application.  
‘At the time of application’ means that the child has lived at that address for at least a year 
and/or the family own the property or have a tenancy agreement for a minimum of 12 months.  
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/Tax Credit will be considered the child’s main residence.  
If a family is not in receipt of Child Benefit/Tax Credit, alternative documentation will be 
requested.  
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THE JOHN HENRY NEWMAN CATHOLIC SCHOOL  
SUPPLEMENTARY INFORMATION FORM 2019/2020 

 

 
Child’s 
Surname:_______________________________________________________________________ 
 
Child’s First 
Name:_________________________________________________________________________ 
 
Date of 
Birth:__________________________________________________________________________ 
 
Home 
Address:_______________________________________________________________________ 
 
_______________________________________________________________________________ 
 
 

 

 
Parent/Guardian 
Name(s):_______________________________________________________________________ 
 
Address (if different from above):____________________________________________________ 
 
_______________________________________________________________________________ 
  
Contact 
Number(s):______________________________________________________________________ 
 

 

   

Does your child attend one of our Feeder Primary Schools?         □ Yes                                  □ No 

If yes, please provide the name and address of Feeder 
School:_________________________________________________________________________ 

_______________________________________________________________________________ 



At the time of application if you already have a child or children at The John Henry Newman 
Catholic School on roll in years 7 – 13, please provide their details: 

Full Name(s)_______________________________________________________________________ 

Year Group(s)______________________________________________________________________ 

 

Religion of Child     

 

 

Only the Parish Priest can determine a family’s faith practice. 

 

Applicants from other Christian denominations and other faiths may supply the Certificate of Other 
Faith Practice. 

Catholic  

Yes / No 

Other Christian 

Yes / No 

Other Faith 

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 or misleading, 
that the governors may withdraw any offer of a place even if the child has already started school. 

Signed:________________________________________    Dated:____________________________ 

 

 

   Checklist 

Have you enclosed: ●Copy of Baptismal Certificate 

   ●Certificate of Catholic Practice/Other Faith Practice (where necessary) 

   ●Evidence of exceptional need (where necessary) 

Please forward your application by 31 October 2018 to: 

The Admissions Secretary 
The John Henry Newman Catholic School 
Hitchin Road 
Stevenage 
SG1 4AE 

You must also ensure that you have completed your local authority’s e-admissions form by 31st    
October 2018. If you do not do this you will not be offered a place. 

 



  
TThhee  JJoohhnn  HHeennrryy  NNeewwmmaann  CCaatthhoolliicc  SScchhooooll  
RREEFFEERREENNCCEE  FFOORRMM  FFOORR  NNOONN  CCAATTHHOOLLIICC  AAPPPPLLIICCAANNTTSS  
  
TToo  bbee  ccoommpplleetteedd  bbyy  PPaarreenntt//GGuuaarrddiiaann  aanndd  ssiiggnneedd  bbyy  MMiinniisstteerr//PPaassttoorraall  LLeeaaddeerr 
 
 

Name of Child: ________________________________________________Date of Birth:___________________________ 

Name of Parent(s) / Guardian(s): ________________________________________________________________________ 

___________________________________________ Telephone: _______________________________________________ 

Family Home Address: ________________________________________________________________________________ 

_____________________________________________________________________________________________________ 

Name and address of the Church/Place of Worship: _______________________________________________________ 

_____________________________________________________________________________________________________ 

Name of Minister/Pastoral Leader: ______________________________________________________________________ 

___________________________________________ Telephone: _______________________________________________ 

        
 
The child is a member of our faith community.  
       
I confirm that the community on whose behalf I write this reference is a member of one of the Churches 

affiliated to ‘Churches Together in Britain and Ireland’.                       
 
      
 
1.     I hereby confirm that I know the child and the family and that the child is a member of a 

         practising Christian/ Other Faith family.         
 
 
   

 
 
 
 
Date:  ____________ Printed Name:  ____________________ Signature:  ____________________ 
                                          Parish Seal 
                       (to be applied over the signature) 
 



 

 

  
  

TTHHEE  JJOOHHNN  HHEENNRRYY  NNEEWWMMAANN  CCAATTHHOOLLIICC  SSCCHHOOOOLL  
SSiixxtthh  FFoorrmm  ((YYeeaarr  1122))  
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The John Henry Newman Catholic School was founded by the Catholic Church to provide education 
for children of Catholic families. As a Catholic School the Governing Body aims to provide a Catholic 
education for all pupils and students of the School in accordance with the School’s Trust Deed and 
Instrument of Government. Catholic doctrine and practice permeates every aspect of the School’s life 
and activities.  
 
It is essential that the Catholic character of the School’s education is fully supported by all families in 
the School. All candidates are therefore expected to give their full, unreserved and positive support 
for the aims and ethos of the School.  
 
All students from Year 11, of The John Henry Newman Catholic School meeting the entry criteria  
(published annually in the Sixth Form Prospectus) have an entitlement to join the Sixth Form.   The 
published admissions number is 15 places for external candidates. 
 
1.  MINIMUM LEVEL OF ATTAINMENT AND GENERAL REQUIREMENTS 
In order to be considered for a place in the Sixth Form, all candidates must successfully be assessed to 
have met the minimum level of achievement for the course of study they propose to follow.  This is set 
out in the Sixth Form Prospectus.  
 
If the number of external applicants satisfying the above criteria exceeds the number of places 
available, places will be offered by taking into account the availability of space in the subject(s) 
applied for, taking into account the need to maintain a broad curricular provision. 
 
Places will be allocated to students with a Education, Health and Care (EHC) Plan where The John 
Henry Newman Catholic School is named in the Education Health Care (EHC) plan. 
 
2. OVERSUBSCRIPTION CRITERIA FOR EXTERNAL CANDIDATES 
If the number of applications from those who meet the minimum attainment exceeds the number of 
places available for a given course of study, Governors will offer places in the following order of 
priority: 
 
CATEGORY 1 Catholic students looked after and Catholic students who have been adopted (or 

made subject to child arrangement/residence orders or special guardianship 
orders) immediately following having been looked after (see notes A and B)         

 
CATEGORY 2 Catholics (see note A) 
   
CATEGORY 3 Other students looked after and students who have been adopted (or made subject 

to child arrangement, residence orders or special guardianship orders) 
immediately following having been looked after (see note B) 

 
CATEGORY 4  Applicants of Christian Faith 
 
CATEGORY 5 Applicants of Other Faiths 
 
CATETORY  6 Other applicants 
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3. TIE BREAK 
Where there are more applicants seeking admission than places available within a stated category, 
Governors will apply the following tie-break 

 
Governors will consider applicants living nearest the School.  The home to school distance will be 
measured using the Hertfordshire County Council system as outlined in the County’s admission 
arrangement literature. (Home to school distances for admission allocation purposes will be measured along a 
straight line between a student’s address and the school.  Distances are measured using a computerised mapping 
system to two decimal places.  The measurement is taken from the AddressBase Premium address point of the 
student’s home to the address point of the school. AddressBase Premium data is a nationally recognised method 
of identifying the location of schools and individual residences.  This is an objective method of measuring home 
to school distances consistently when applying admission rules.  It does not take into account the actual or 
expected route a student will travel to school).  
.  
 Home is defined as the student’s current permanent address at the time of application.  (See Note E). 
If two or more students have equal priority after applying all the criteria then each will be admitted.   
  
Where one student is offered a place but a twin/triplet/siblings of that student applying for a place in 
the same academic year group is not offered a place the twin/triplet/sibling will also be offered a place 
at the School, even when admitting such a student(s) would exceed the Published Admissions 
Number. 
 
4.  APPLICATION PROCEDURES AND TIMETABLE 
To apply for a place in this Sixth Form you must complete the Sixth Form Application Form.  
Appropriate additional evidence or baptismal certificate must be provided with applications from 
external candidates.  Confirmation of the offer of a place is conditional upon meeting the requirements 
of the course.  The Sixth Form Application Form and appropriate additional evidence provides 
information necessary for The Governing Body to apply the School’s Sixth Form Admissions Policy 
accurately.  Only upon receipt of these can the Governing Body categorize applications.  In the 
absence of such documents the Governing Body will categorize an application on the information 
provided at the time of an application. 
 
The completed Sixth Form Application Form (and any necessary accompanying documentation) 
should be forwarded to: The Admissions Secretary, The John Henry Newman Catholic School, Hitchin Road, 
Stevenage, Hertfordshire, SG1 4AE by 15 December 2018  
 
5.  IN-YEAR ADMISSIONS, AND CONTINUING INTEREST LISTS. 
In year applications are made directly to the School.  If a place is available and there is no continuing 
interest list then the Governing Body will admit the student, providing they meet the admissions 
criteria and an offer letter will be sent to the applicant. If more applications are received than there are 
places available then applications will be ranked by the Governing Body in accordance with the 
oversubscription criteria.  You will be offered the opportunity of being placed on a continuing interest 
list.  This continuing interest 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 
normally removed from the list after 12 months unless applicants indicate otherwise.  When a place 
becomes available the Governing Body will re-rank the list so that it can inform the student that the 
school is making an offer.  Applicants have a legal right to appeal if unsuccessful at gaining an in year 
place 
 
6.  RIGHT OF APPEAL 
If a place cannot be offered at the time of application you have the right to appeal and you may ask 
the Governing Body for the reasons behind the decision not to offer a place.  To register an appeal call 
the Customer Service Centre on 0300 123 4043 to request registration details and log into:  
www.hertfordshire.gov.uk/school appeals and click on the link ‘log into the appeals system’. 
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7.  ADDITIONAL POINTS RELATING TO THIS ADMISSIONS POLICY 
 
The Governing Body will not consider repeat applications in the same academic year, unless there 
have been significant and material changes in the circumstances of the student. 
 
The Governing Body may withdraw a place which has been offered and accepted up to the start of the 
first day of term at the School where intentionally misleading information has been supplied in an 
application. 
 
As the relevant Admissions Authority, the Governing Body of the School makes no charge or cost 
relating to the admission of a student to the School 
 
 NOTES (THESE NOTES FORM PART OF THE OVERSUBSCRIPTION CRITERIA) 
 
A For the purpose of this policy ‘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 full communion 
with the Catholic Church.  For the purposes of this policy this includes a looked after student in 
the process of adoption and living with a Catholic family, where a letter from a priest 
demonstrates that the student would have been baptised were it not for his/her status as a 
looked after student.  For a student to be treated as Catholic evidence of Catholic baptism or 
reception into the Catholic Church will be required. 

 
B For the purposes of this admission policy the definition of Children of Other Christian 

denominations means: children who belong to other churches and ecclesial communities which, 
acknowledging God’s revelation in Christ, confess the Lord Jesus Christ as God and Saviour 
according to the Scriptures, and, in obedience to God’s will and in the power of the Holy Spirit 
commit themselves: to seek a deepening of their communion with Christ and with one another 
in the Church, which is his body; and to fulfil their mission to proclaim the Gospel by common 
witness and service in the world to the glory of the one God, Father, Son and Holy Spirit.  An 
ecclesial community which on principle has no creedal statements in its tradition, is included if 
it manifests faith in Christ as witnessed to in the Scriptures and is committed to working in the 
spirit of the above.  All members of Churches Together in England and of CYTÛN are deemed 
to be included in the above definition, as are all other churches and ecclesial communities that 
are in membership of any local Churches Together Group (by whatever title) on the above basis. 

 
C For the purpose of this admission policy the definition of Children of other Faiths means 

children who are members of a religious community that does not fall within the definition of 
‘other Christian denominations’ and which falls within the definition of a religion for the 
purposes of charity law.  The Charities Act 2011 defines religion to include: 

 ● A religion which involves belief in more than one God, and  
 ● A religion which does not involve belief in a God 
  
 Case law has identified certain characteristics which describe the meaning of religion for the 

purposes of charity law, which are characterised by a belief in a supreme being and an 
expression of belief in that supreme being through worship. 

 
D ‘Student looked after’ has the same meaning as in Section 22 of the Children Act 1989 and 

means any student in the care of the Local Authority or provided with accommodation by them 
(e.g. students  with foster parents). 
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E. Resident:  As outlined in the Hertfordshire County Council admission arrangement literature 
the address provided must be the student’s current permanent address at the time of 
application.  ‘At the time of application’ means that the student has lived at that address for at 
least a year and/or the family own the property or have a tenancy agreement for a minimum of 
12 months.  The application can only be processed using one address.  If a student lives at more 
than one address (for example due to a separation) the address used will be the one which the 
student lives at for the majority of the time.  If a student lives at two addresses equally, the 
address of the parent/carer that claims Child Benefit/Tax Credit will be considered the student’s 
main residence.  If a family is not in receipt of Child Benefit/Tax Credit, alternative 
documentation will be requested.          
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Student’s Forename: 

Student’s Surname: 

Date of birth: Gender: 

Address:

Home telephone number: Postcode:

Religion: 

Current UPN: (You can obtain this from your current school)

Qualifications to be achieved:

Subject Tier Subject Tier

Please provide details of any other qualifications:

TH
E 
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ENRY NEWMAN CATHOLIC SCH
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L                                                                  

2019 Entry     
      

   
   

   
   

   
   

   
   

   
    

    
    

     
      

     

External Candidates - September 2019

Signature of student: Date:

We will acknowledge your application by email and contact you in due course regarding the 
outcome of your application. 

Full Name(s): Year Group(s):

At the time of application if you already have a sibling at The John Henry Newman Catholic School 
on roll in Years 7 - 13, please provide their details:

Mobile telephone number:  Email: 
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Admissions Policy for Entry to The John Warner School for the  
School Year Commencing September 2019 (School Year 2019/2020) 

 
Policy and Numbers 
The school is an Academy for students of 11 to 18 years of age; it is a co-educational, all ability secondary school.   
 
The main principle of admission to the school is to maintain the character as an academy, providing for the needs of 
young persons within the 11 to 18 age range. There is however, no guarantee of a place for children living in the 
immediate area. 
 
The school participates in the Hertfordshire Local Authority coordinated scheme for ordinary Year 7 September 
admissions and all deadlines within that should be adhered to by applicants. The school is responsible for coordinating 
its own in-year admissions.  
 
The John Warner School is required by its funding agreement to admit children with a statement of special educational 
needs or EHC (Education, Health and Care) Plan that names the school. Therefore, children with a statement or EHC that 
names the school will be admitted outside of the usual system.  
 
The published admission number (PAN) for September 2019 will be 225. 
 
Oversubscription 
Where applications for admission exceed the number of places available, the following rules will be used to decide 
which pupils to admit. 90% of allocations will be made using rules 1 to 4 in the order set out below and the remaining 
10% of allocations will be made using rule 5. 
 
Rule 1: Children looked after and children who were previously looked after, but ceased to be so because they were 
adopted (or became subject to a child arrangement order or a special guardianship order). (See Appendix A) 
 
Rule 2: Children of staff. (See Appendix B) 
 
Rule 3: Children who have a sibling at the same address who is a pupil at the school at the time of application. For  the  
purpose of  this  clause  siblings  would  include  sister,  brother,  half,  step, adoptive and looked after children, provided 
they also live at the same address. (See Appendix C) 
 
Rule 4: Home to school distance. After places have been allocated using rule 1, 2 and 3, home to school 
distance is used to allocate any remaining places within the 90% of places allocated to rule 1, 2, 3 and 4. (See 
Appendix D) 
 
Rule 5: The remaining places will be allocated to children who show an aptitude for Technology on the basis of an 
assessment of aptitude carried out by the school. (See Appendix E)  
 
Application Process for Year 7 Entry  
In line with the admission co-ordination arrangements for all Hertfordshire schools approved by the Secretary of State, 
all parents must complete Hertfordshire LA’s Secondary Transfer Forms (STF) or if outside of Hertfordshire then your 
own LA’s STF.  These forms must be completed and returned as described in the County Council transfer information. 
 
In addition, we strongly encourage parents to complete the school’s Supplementary Information Form (SIF). The SIF 
enables governors to collect information which they will need to consider applications fully. If an applicant does not 
complete the SIF, the Governing Body will apply the school’s oversubscription rule using the information submitted on 
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the STF. This may result in the application being given a lower priority against those rule due to lack of available 
information. SIFs are available from the school, the school’s website and via Hertfordshire Local Authority’s website at 
www.hertfordshire.gov.uk . The SIF should be completed and returned to the school’s Admissions Officer by the date 
shown on the form.  
 
Late Applications 
Applications received after the closing date will be deemed as late and will be dealt with as prescribed under 
Hertfordshire’s Coordinated Admissions Scheme. You are much less likely to be offered a place at our school if you apply 
late.  
 
After Allocation Day 
You will be required to accept or decline the place that has been offered to you by the stated deadline. If you do not 
respond then we reserve the right to withdraw the place offered to you in order to offer it to another child who wants it. 
In the event of a parent not responding then the school will send one reminder letter with a response deadline.  
 
Parents who are unsuccessful in their application to the school have the right to appeal to an independent panel. 
Parents who wish to appeal can contact the school to request appeal guidance. Hertfordshire parents wishing to appeal 
who applied online should log on to their online application and click on the link “register an appeal”. If you did not 
apply using Hertfordshire’s on line application system please contact Customer Service Centre on 0300 123 4043 to 
request registration details to enable you to log your appeal with them. 
 
A continued interest (waiting) list will be drawn up and revised in accordance with the rules set out above. Such places 
as become available will be allocated strictly in accordance with the oversubscription rules. A child will move down the 
list if another child is added who has higher priority under the rule.  
 
Secondary transfer waiting lists will automatically be carried forward into the first academic year and a letter will be sent 
in the autumn term to ascertain whether or not you wish to remain on this list. Those that were on the continued 
interest list under Rule 5 (Technology Aptitude Test) will, at the start of the new academic year, be considered under 
Rules 1, 2, 3 and 4 only. 
 
Multiple Births 
In the event that a twin or triplet is offered a place under the admission rules the remaining twin or triplets will also be 
offered a place. Where one multiple birth sibling takes the last available place, the remaining multiple birth siblings will 
also be offered a place as over PAN admissions. 
 
Tie-Break 
In any case where a ‘tie-break’ is needed under any of the above oversubscription rules, priority will be given to the child 
or children living nearest to the school (as defined at Appendix D). When there is a need for a further tie-breaker where 
two or more 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 logically this will be on the ground floor and therefore closer. If there 
are two or more identical addresses of separate applicants, the tiebreak will be random allocation which will be 
independently supervised.  
 
Children Out of Year Group 
If parents/carers believe that their child(ren) should be educated in a different year group they must, 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. The Admissions Committee of the Governing Body 
would then meet to decide whether the application would be accepted or not. There is no guarantee that an application 
will be accepted on this basis.  
Appeals 

http://www.hertfordshire.gov.uk/
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Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their online application 
and click on the link “register an appeal”. Out of county residents and paper applicants should call the Customer Service 
Centre on 0300 123 4043 to request their registration details and log into www.hertfordshire.gov.uk/schoolappeals and 
click on the link “log into the appeals system”. 
 

In-Year Admissions 
Admissions for all other Year Groups during the school year commencing in September 2019 will be dealt with directly 
by the Admissions Committee of The John Warner School. 
 
In Year Application Process  
Parents should contact the school and complete the In-Year Application Form. This form enables governors to collect 
information which they will need to consider applications fully. The form should be completed and returned to the 
school’s Admissions Officer.  
 
In-Year Continued Interest (Waiting) Lists 
The school will hold a continued interest list for all oversubscribed year groups. Applications for inclusion on a continued 
interest list must be made to the school using the In-Year Application Form which should be completed and returned 
directly to the school.  Applications will be ranked according to our oversubscription rules (1-4) only, as described above. 
Some pupils take precedence over the continued interest list; these include Fair Access Protocol admissions and Children 
with Education Health and Care Plans or statements of special needs which name the school or where the Academy is 
subject to a direction from the Secretary of State.  At the end of each academic year, parents/carers will be written to by 
the school and asked if they wish to remain on the continued interest list. 
 

 

  

http://www.hertfordshire.gov.uk/schoolappeals
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Appendices  
 
Appendix A – Rule 1: Children looked after and 
children who were looked after, but ceased to be so 
because they were adopted (or became subject to a 
child arrangements order¹ or a special guardianship 
order²)  
 
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 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 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)  
 
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.  
 
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. 
 
Appendix B – Rule 2 : Children of staff at the school. 
Where the member of staff has been employed under 
contract of employment with the school for two or 
more years at the time at which the application for 
admission to the school is made or the member of staff 
is recruited under a contract of employment to fill a 
vacant post for which there is a demonstrable skill 
shortage. Staff included are as follows: 
 
• All full time teaching staff 
• All full time support staff, defined as those on a 38 

week and above contract 
• All part time teaching staff with a 50% and above 

timetable 
• All part time support staff who work at least 16 

hours per week for 38 weeks or more 
 
The above definition does not include contract staff. If a 
service has been ‘in house’ and is subsequently 
‘contracted out’ children of staff will no longer be 
eligible for priority admission under this rule. The 
definition does not include peripatetic staff. 

  
Appendix C - Rule 3: Children who have a sibling at the 
same address who is a pupil at the school at the time 
of application.  
A sibling means the sister, brother, half-brother or half-
sister, adopted brother or sister, or child of the 
parent/carer or partner, 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 
application.  
 
*Children previously looked after are those children adopted 
or with a special guardianship order or child arrangement 
order.  
 
**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 respite placement or very short term or 
bridging foster placement.  
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Where a place is obtained and the child admitted to the 
school and it is subsequently identified that this place 
was gained fraudulently, there will be no sibling 
connection available to subsequent children from that 
family.  
 
Appendix D - Rule 4: Home to School Distance 
Home to school distance will be calculated using the 
Hertfordshire County Council’s ‘straight line’ distance 
measurement system. 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. 
 
Proof of residence will be required (this must be the 
permanent address at the time of application) and must 
show the names of all adults residing at the property. At 
the time of application means the closing date for 
applications. The offer of a place may be withdrawn if 
sufficient proof of residency is not met. This sufficient 
proof must include all documents listed on the 
Supplementary Information Sheet. All original 
documentation will be returned after checking 
providing a stamped addressed envelope is supplied. 
Applications via email will not be accepted. Without this 
documentary proof the school will be unable to 
consider applicants under this rule. The Governing Body 
reserves the right to withdraw a place or an offer of a 
place if incorrect or misleading information has been 
given.  Spot checks will be carried out on some 
applications and we may contact and swap information 
with the child’s current school. Further proof of 
residence or other information may be requested and 
must be provided. 
 
In those cases where there is a shared parental 
responsibility for a child, the child’s ‘home’ is the 
address at which the child lives for the greater part of 
the school week, i.e. Monday to Friday and the address 
that the child benefit/child tax credit is paid to. If you 
are not in receipt of either child benefit or tax credit 
then alternative proof will be requested. 
 
Applicants who are living in private rented 
accommodation must also provide a current signed 

Tenancy Agreement of at least 12 months showing the 
start date of their tenancy which must be at least six 
months prior to the application date. If the main 
address has changed temporarily, for example where a 
family is renting a property on a Short Term Tenancy 
Agreement (under 12 months, for an unspecified period 
or have been there less than six months), then the 
parental address remains that at which the parent was 
resident before the period of temporary residence 
began, unless it can be shown that all ties to the 
previous address have been relinquished, or that the 
move is not easily reversible. The Governors may refuse 
to base an allocation on an address which might be 
considered only a temporary address.  
 
For Housing Association or Council rentals, then a copy 
of the rental agreement showing the start date must be 
provided.  
 
If the family is in the process of moving home, 
applicants must provide (a) a solicitor’s letter 
confirming the intended date of completion, or (b) a 
signed Tenancy Agreement of at least 12 months 
showing the start date of their tenancy. In ordinary 
admissions for Year 7, new addresses will only be 
considered up to the date when applications under the 
Hertfordshire County Council Coordinated Scheme 
close. The school reserves the right at a later stage to 
require evidence that the child is living at the new 
address. 
 
Appendix E - Rule 5: Technology Aptitude Test 
After 90% of places have been allocated using rules 1 to 
4, the remaining places will be allocated to children who 
show an aptitude for Technology on the basis of an 
assessment of aptitude carried out by the school. Pupils 
seeking entry to the school on the basis of an aptitude 
for technology will involve a half day on Wednesday 3rd 
October 2018 at the school and will include only those 
pupils who are seeking a place on this basis. Parents 
who requested a place under this rule will be written to 
during the w/c 24th September 2018 with further 
details; test results will be posted home during the w/c 
15th October 2018. All applications must be received by 
the stated deadline. 
 
The tests form part of our oversubscription criteria for 
secondary transfer and involve the children sitting two 
papers: a non-verbal reasoning paper (40 minutes) and 
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a spatial awareness test (45 minutes), both papers look 
for the ability to recognise similarities, analogies and 
patterns in unfamiliar designs. A sample question will be 
read out and then a period of time will be given for the 
children to complete each section of the multiple choice 
questions. The scores are then converted to an age-
standardised score which takes into account the fact 
that some children are very young in the year groups. 
There is no pass mark for these tests, places are strictly 
offered in descending order of each applicant’s total 
standardised test scores. The tests that will be 
conducted will be for an aptitude for technology and 
will not be concerned with ability. This test can be taken 
by any child in Year 6 who is due to transfer to 
secondary school.  
 
In the event of a tie-break being required under this 
rule, rankings will be sorted by using the straight line 
distance measurement from the applicant’s home to 
The John Warner School by using both post codes; that 
which is closest to the school will take the higher 
ranking. 
 
In the event that applications for places under this rule 
are less than 10% of the total, any remaining places will 

be added to the places available under rules 1 to 4 in 
that order until all the places have been allocated. 
Children who have a sibling who attends the school 
should not ordinarily take the aptitude test as they will 
normally fall within rule 3. Applications must be 
received by the closing date stated on the form; late 
applications will be unable to apply under this rule. You 
should obtain a receipt from the school for any hand 
delivered applications and if posting then you must 
retain proof of postage. The school cannot be held 
responsible for any late postal applications or those 
retained by the postal service for incorrect postage 
being paid. 
 
You should advise the school before the test if your 
child has any special requirements that you feel may 
disadvantage them when sitting the test and provide a 
letter from your child’s current primary school 
explaining what assistance they currently receive during 
examination conditions. We are unable to offer 
students assistance on the day of the test if we have not 
been advised in advance. If your child is sick on the day 
of the test, please telephone the school in the morning.  

 
 
The John Warner School  (Admissions Officer: Mrs J Rich) 
Stanstead Road, Hoddesdon, Herts EN11 0QF 
T: 01992 462889    : admissions@johnwarner.herts.sch.uk     www.johnwarner.herts.sch.uk     
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SECONDARY TRANSFER 2019/2020 
 
Supplementary Information Form  
This form should be completed for students wishing to join The John Warner School in Year 7 starting in September 
2019.  
 
An original of this completed form should be returned to the Admissions Officer at The John Warner School by 31st 
October 2018. Email versions will not be accepted. 
 

Applicant Details 
Legal Forename:  
 

Legal Surname:  

Gender: ☐ Male  ☐ Female 
 

Is your child taught out of their normal year group? ☐ Yes    ☐ No 
 

Date of Birth: DD MM YYYY 
 

 
Please select the Rule(s) that you wish to apply under.  
 
You must choose at least one. Please see over page for a full explanation of each rule. 
 

☐ Rule 1 (Children Looked After) Complete Section 1 

☐ Rule 2 (Children of Staff) Complete Section 2 

☐ Rule 3 (Sibling) Complete Section 3 

☐ Rule 4 (Distance) Complete Section 4 

☐ Rule 5 (Technology Aptitude Test) Complete Section 5
 

 

 

 

 

Office Use Only 
 CT   UB   RA   DL   

 AC   SS 

 

Received and checked by _________________________ on ________/________/________ 

Entered by _________________________ on ________/________/________ 

  



  

Section 1: Children Looked After and children who were previously looked after, but ceased to 
be so because they were adopted or became subject to a child arrangement order or a special 
guardianship order please indicate which of the following best describes your child’s circumstances: 
 
☐ Looked After Child ☐ Adopted from Care 
☐ Child Arrangement Order from Care ☐ Special Guardianship Order from Care 

  
Which Local Authority was/is the student looked after by? 
 

 

In what year(s) were they looked after? 
 

 

I include a letter from Social Services, other relevant statutory bodies or an appropriate professional   
 

☐ Yes  
 

I include a copy of Adoption Certificate and evidence to show that my child was in care before being 
adopted 

☐ Yes
 

 
Office Use Only: ☐ SSL   ☐ AC                               Initials: ______ 
 

Section 2: Children of Staff at The John Warner School 
Name of member at staff working at The John Warner School:  

 

Section 3: Siblings Children who have a sibling at the same address who is a pupil at the school at 
the time of application. For the purpose of  this  clause  siblings  would  include  sister,  brother,  half,  
step, adoptive and looked after children, provided they also live at the same address. Please state the 
name(s) and year group(s) of the applicant’s brother or sister who currently attends The John Warner 
School. 
 

Do the siblings reside at the same address? ☐ Yes  ☐ No 

Name of sibling:  Year Group:  

Name of sibling:  Year Group:  

 
 

Section 4: Home to school distance will be calculated using the Hertfordshire County Council’s 
‘straight line’ distance measurement system 
If you would like to have your documentation photocopied, then please bring to the main reception during normal 
school hours and we will be happy to assist. If posting, please ensure that you have included a stamped addressed 
envelope for us to return your originals. The documentation provided must show the name(s) of all adults living at 
the address given.  
 
You must provide at least TWO of the following documents: 
☐ Most recent council tax statement  ☐ Current utility bill ☐ Photo driving licence 
 
And, if renting: 
☐ A copy of your Rental Agreement which is:  ☐ Privately rented or ☐ Council/Housing Association 
 
What date did your rental agreement start: _____________________________ 
 



  

Office Use Only: ☐ CT   ☐ UB  ☐ DL   ☐  RA                              Initials: ______ 

 

Section 5: Technology Aptitude Test complete the electronic application form on the school’s 
website 
The Technology Aptitude Test will take place on 3rd October 2018 and applications must be received by no later than 
23rd September 2018.  
 
I confirm that I have completed the separate online form to apply for the Technology Aptitude Test and have 
received an email confirmation that it has been received ☐ 

 
Section 6: Parent/Carer Details 

Same address as pupil?

Parent(s)/Carer(s) 
Details: 

Title   Forename  Surname ☐ Yes ☐ No 

Title   Forename  Surname ☐ Yes ☐ No 

Address Details as 
at 31 October 2018: 
This must be the same 
address that you use on 
your local authority 
application 

House Name/No:  

 

Street: 

Town:  County: Post Code:  

Is the above address your current home address? ☐ Yes ☐ No Is the above address: ☐ Freehold  ☐ Rented 

Tel Home: Tel Mobile: Tel Other:  

Email: 

 

Section 7: Current Primary School 
Name of School: Location of School: 

 

Section 8: Parental Declaration 
The address provided must be the child’s current permanent address at the time of application. ‘At the time of application’ means the closing 
date for applications. “Permanent” means that the child has lived at that address for at least a year and/or the family own the property or 
have a tenancy agreement for a minimum of 12 months. 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 will be considered as the child’s main residence. If the 
family is not in receipt of child benefit, 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. If you deliberately give false 
information, the offer of a school place may be withdrawn. All of the information I have given on this form is correct and up-to-date. I 
understand that you may contact my child’s current school about this application and will share the information in this application with the 
local authority.  

☐ I confirm that I have parental responsibility for this child and the agreement of all persons with parental 
responsibility. 
 

☐ I enclose all the required supporting documentation. 
 

☐ I confirm that the address given on this form is the child’s main residence 
 

Signed: ___________________________________________________________Dated: ______________  
Parent/Carer 



  

 
 
 
Our full Admissions Policy can be viewed on the school’s website or a hard copy can be obtained from the school. 
 
http://www.johnwarner.herts.sch.uk/admissions 
 
 
 
 
The John Warner School 
Stanstead Road 
Hoddesdon EN11 0QF    

Tel: 01992 462889 
email: admissions@johnwarner.herts.sch.uk     
www.johnwarner.herts.sch.uk  

 

For further advice and information, please contact our Admissions Officer: 

Jennie Rich 
jer@johnwarner.herts.sch.uk  
Tel: 01992 462889 ext. 153 
Hours of Work: 07:15 to 15:00 Monday to Thursday 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The John Warner School is fully committed to full compliance with the requirements of the General Data Protection 
Regulation. The School will therefore follow procedures which aim to ensure that all employees, parents, students, 
contractors, consultants and any other servants or agents of the school (collectively known as data users) who have 
access to any personal data held by or on behalf of the school are fully aware of and abide by their duties under the 
General Data Protection Regulation. For further information, please view our Data Protection Policy on our website.  
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Sixth Form Admissions Policy for Entry to The John Warner School  
for the School Year Commencing September 2019 (School Year 2019/2020)  

 
 

Policy and Numbers 
We aim to offer a range of academic and vocational qualifications to our Sixth Form students and some of 
these require minimum grades at GCSE. Our policy is to ensure that students accepted into the Sixth Form can 
be placed on appropriate courses where they are likely to succeed. For this reason we ask all applicants to 
attend a meeting to discuss the most suitable courses for study; this meeting does not form part of the 
decision on whether or not to offer a place. 
 
Alongside our current Year 11 students we also accept applications from students wishing to transfer from 
another school. Academic entry rules are the same for both internal and external places. 
 
The number of external admissions for the school year commencing September 2019 is expected to be 10 
students. 
 
Desired Entry Requirements into Year 12 

• Students must achieve seven full GCSE passes at grades 4-9; 

• At least one of those passes must be in English Language or mathematics at grade 4 or above; 

• Any student not in possession of grade 4 or above in either English Language or mathematics will be 
required to re-take that examination in November or June of Year 12; 

• The normal entry requirement for any A level course is a 6 or a merit in that subject at GCSE / level 2; 

• The entry requirement for A level further mathematics is a grade 7 in GCSE mathematics; 

• The normal entry requirement for any vocational course is a 4 or a pass in that subject at GCSE / level 2; 

• For courses that have not been taken at GCSE level, suitable grades will be expected in an equivalent 
subject area. Each of these subjects will provide details of appropriate equivalent qualifications; 

• Students must follow a minimum of three courses when entering the Sixth Form. 
 
Please refer to the Sixth Form Prospectus for specific course requirements. 
 
Over Subscription 
The John Warner School is required by its funding agreement to admit children with a statement or EHC 
(Education, Health and Care) Plan that names the school. Therefore children with a statement or EHC that 
names the school will be admitted outside of the usual system.  
 
Where the applications for admission exceed the number of places available, the following over subscription 
rules will be applied. Rule 1 must be applied first as all rules are applied numerically as set out below: 
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Rule 1 : Children looked after and children who were looked after, but ceased to be so because they were 
adopted (or became subject to a child arrangements order¹ or a special guardianship order²)  
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 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 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)  
 
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.  
 
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. 
 
Rule 2: Priority will be given to external students in rank order according to their grade points 
In any case where a ‘tie-break’ is needed under any of the above oversubscription Criteria, priority will be 
given to the child or children living nearest to the school. Home to school distance will be calculated using a 
‘straight line’ distance measurement system. When there is a need for a further tie-breaker where two or 
more 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 logically this will be on the ground floor and therefore 
closer. If there are two or more identical addresses of separate applicants, the tiebreak will be random 
allocation which will be independently supervised.  
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Right to Appeal 
Students who are unsuccessful in their application to the school have a statutory right to appeal. Further 
details of the appeal procedure are available by contacting the Admissions Officer at the school. 
 
Application Process for Entry in September 2019 
The Initial Interest Application Form needs to be completed by 14th December 2018. Any applications received 
after this date will be considered ‘late’ and may be given a lower priority.  
 
All current students and external applicants will be invited to a pathways discussion in January/February 2019 
to determine their final option choices. 
 
On the Sixth Form Registration Day in September, students will be asked to complete a Course Sign Up Form. 
When completing this form, students should include all GCSE results (a copy of the statement of results is 
preferable). 
 
The continuing interest list will be drawn up and revised in accordance with the criteria indicated previously.  
Such places as become available will be allocated strictly in accordance with the list. Any applicant will move 
down the list if applicants with a higher priority are added.  The list will not be maintained after 31 December 
2019 unless the school considers there to be a realistic possibility of a place becoming available in the 
immediate future.  
 
 
© The John Warner School (Admissions Officer: Mrs J Rich) 
Stanstead Road, Hoddesdon, Herts EN11 0QF 
T: 01992 462889    : admissions@johnwarner.herts.sch.uk     www.johnwarner.herts.sch.uk     

mailto:admissions@johnwarner.herts.sch.uk
http://www.johnwarner.herts.sch.uk/
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West Herts Schools Trust: Admission arrangements for 2019/20  
(Jupiter, Lanchester and Ascot Road community Free Schools) 
 
The schools will each have a published admission number of 60 
 
Section 324 of the Education Act 1996 requires the governing bodies of all 
maintained schools to admit a child with a statement of special educational needs 
that names their school. All schools must also admit children with an Education 
Health and Care Plan (EHCP) that names the school.  
 
If there are fewer applications than places available, all applicants will be offered a 
place. If there are more applications than places available, the criteria outlined below 
will be used to allocate places.  
 
Rule 1  Children in care and children who were looked after, but ceased to be 

so because they were adopted (or became subject to a child 
arrangement order or a special guardianship order) 

 
Rule 2  Medical or Social: Children for whom it can be demonstrated that they 

have a particular medical or social need to go to the school. 
Hertfordshire County Council will determine whether the evidence 
provided is sufficiently compelling to meet the requirements for this 
rule. The evidence must relate specifically to the school applied for 
under Rule 2 and must clearly demonstrate why it is the only school 
that can meet the child’s needs. 

 
Rule 3 Sibling: Children who have a sibling on the roll of the school at the 

time of application. 
This applies to reception through to Year 5  
 
In Year admissions: the sibling may be in the school’s final year as 
long as they will still be in attendance at the time of admission   

 
Rule 4 Children of Teaching Staff: children of teaching staff where (a) the 

member of staff has been employed at the school for two or more 
years at the time at which the application for admission to the school is 
made, and/or (b) the member of staff is recruited to fill a vacant post for 
which there is a demonstrable skill shortage. To be eligible under this 
rule children of teaching staff must live at the same address as the 
member of staff. 
. 

Rule 5  Nearest School: Children for whom it is their nearest school or 
academy. This includes all schools except those which allocate on the 
basis of faith. 
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A list of schools and academies included in the definition of “nearest” is 
available in the “Definition” section below.  
 

Rule 6  Distance: Children who live nearest to the school. Children not 
considered under Rule 5 will be considered under Rule 6. 

 
These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children. 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 
logically this will be on the ground floor and therefore closer. If there are two identical 
addresses of separate applicants, the tie break will be random allocation. 
Random allocation will be undertaken independently of the school by Hertfordshire 
County Council. Every child entered onto the county council’s admissions database 
has an individual random number assigned, between 1 and 1 million, against each 
preference school. When there is a need for a final tie break this random number is 
used to allocate the place, with the lowest number given priority. 
 
The WHST schools will use the same definitions and measuring system as 
Hertfordshire County Council’s as outlined in the “Definitions" section below.  
 
Continuing Interest 
After places have been offered, the school’s continuing interest (waiting) list will be 
maintained by Hertfordshire County Council. A child’s position on the CI list will be 
determined by the admission criteria outlined above and a child’s place on the list 
can change as other children join or leave it. The county council, on behalf of the 
school’s governing body, will contact parents/carers if a vacancy becomes available 
and it can be offered to a child. Continuing interest lists will be maintained for every 
year group until the summer term (date to be confirmed). To retain a CI application 
after this time, parents must make an In Year application. 
 
In Year Admissions 
The schools will remain part of the county council’s coordinated In Year admissions 
scheme. Application forms can be accessed via 
www.hertfordshire.gov.uk/admissions or from the Customer Service Centre, 0300 
123 4043. Parents should return the application form direct to the County Council 
(address on the form).  
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit 
children under this protocol before children on continuing interest. Under the Fair 
Access Protocol the school will also admit and over the Published Admission 
Number (PAN) if required. 
 
 

http://www.hertfordshire.gov.uk/admission
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Appeals  
At transfer time parents wishing to appeal who applied on line should log into their 
online application and click  on the link 'register an appeal '.For those who did not  
 
apply on line, please contact the Customer Service Centre on 0300 123 4043 to 
request an appeal pack.' For In Year appeals please contact the school in the first 
instance. 
 
Definitions and Explanatory notes  
The following definitions apply to terms used in the admissions criteria: 
 
Children in public care (children looked after): 
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 
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 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) 
 
All children adopted from care who are of compulsory school age are eligible for 
admission under rule 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 
 
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 
 
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. 
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* 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. 
 
Rule 2: Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the 
family since the initial application was submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse 
social and medical needs. However in a few very exceptional cases, there are 
reasons why a child has to go to one specific school. 
 
Few applications under Rule 2 are agreed. All applications are considered 
individually but a successful application should include the following: 
 
a. Specific recent professional evidence that justifies why only one school can meet 
a child’s individual needs, and/or 
b. Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet the child’s needs 
c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of illness or 
disability makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. Applications under 
Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example a doctor, psychologist or police officer. 
The supporting evidence needs to demonstrate why only one named school can 
meet the social/medical needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available 
at: www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf   
 
Definition of sibling: 
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. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 

http://www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf
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If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family. 
 
*Children previously looked after are those children adopted or with a special 
guardianship order or child arrangements order. This definition was amended 
following a determination by the OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single 
twin/multiple birth child is allocated the last place at a school.  
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or 
the family own the property or have a tenancy agreement for a minimum of 12 
months. 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. 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible 
to prevent applications being made from fraudulent addresses. Address evidence is 
frequently requested, monitored and checked and school places will be withdrawn 
when false information is deliberately provided. Action will be taken in the following 
circumstances: 

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

 When a child lives at a different address to the applicant 
 When the applicant does not have parental responsibility 

 
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 
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 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 
 When a child starts at the allocated school and their address is different from 

the address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Rule 5: Definition of “nearest school”  
The definition of “nearest school” under Rule 5 includes all schools and academies 
(regardless of status) unless that school prioritises applications and allocates places 
on the basis of faith. 
 
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. 
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The schools, 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 can not be taken into account 
before National Allocation Day. Decisions on these applications will be made by a 
panel of senior officers 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. 
 
Age of Admission and Deferral of Places 
The school’s policy is that children born on and between 1 September 2013 and 31 
August 2014 would normally commence primary school in Reception in the 
academic year beginning in September 2018. 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 individual school(s) 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. Guidance issued by the Minister of State for Schools, Nick Gibb on 8 
September 2015, has indicated that the government intends to amend the School  
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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.   
  
In anticipation of this change to 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.  
 
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 Principal, 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 Principal and senior leadership of the school. 
 
*Advice on the admission of summer born children” December 2014 
 
Nursery Provision 
The admission arrangements detailed in this document do not apply for those being 
admitted into any nursery or pre-school provision. The arrangements for nursery and  
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pre-school provision at the WHST schools are through Squirrels Nurseries who can 
be contacted at info@squirrelsnurseries.co.uk . 
 
Parents of children who are admitted to a nursery provision at a school must apply in 
the normal way for a place at the school if they want their child to transfer to the 
reception class. Attendance at the nursery or co-located children’s centre does not 
guarantee admission to the school. 
 

mailto:info@squirrelsnurseries.co.uk


 
 
 
 
 

 
 

HARPENDEN SECONDARY FREE SCHOOL  
 
Admission Arrangements for 2019 + 
 
Harpenden Secondary Free School is a co-educational, all-ability school for children aged 11-
18.   
 
The school will have a published admission number for Year 7 of 180.  
 
The funding agreement, signed by the Academy Trust and the Secretary of State, requires 
the Academy to admit a child with a statement of special educational needs that names the 
school.  Schools must also admit children with an EHC (Education, Health and Care) Plan that 
names the school. 
 
Rule 1  Children in public care (children looked after) and 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). 

 
Rule 2  Medical or social needs: Children for whom it can be demonstrated that they have 

a particular medical or social need to go to the school. 
 
 A panel of officers will determine whether the evidence provided is sufficiently 

compelling to meet the requirements of this rule.  The evidence must relate 
specifically to this school and must clearly demonstrate why it is the only school 
that can meet the child’s needs. 

 
Rule 3  Sibling: Children who have a sibling at the school at the time of application, 

unless the sibling is in the last year of the normal age range of the school.  
Note: the ‘normal age range’ is the designated range for which the school 
provides, for example Years 7 to 11 in a 11-16 secondary school, Years 7 
to 13 in a 11-18 school. 

 
Rule 4  Children of staff:  The school will admit a child of a member of staff 

provided that the member of staff has been employed at the school for two 
or more years at the time at which the application for admission to the 
school is made or where the member of staff is recruited to fill a vacant post 
for which there is a demonstrable skill shortage. To be eligible under this 
rule, the staff member must be the child's natural parent or otherwise have 
parental responsibility (as defined under the Children Act 1989) for the 
child. 
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For the purposes of satisfying these criteria, a member of staff is defined as 
a permanent member of the staff. This definition does not include contract 
staff or peripatetic staff employed by HCC. 

 
Rule 5 Children who live in the priority area and for whom it is their nearest 

Hertfordshire maintained school or academy that is non-faith, co-
educational and non-partially selective.  Note: Non-partially selective 
means that the school does not offer any places based on academic ability. 

 
Rule 6  Children who live in the priority area who live nearest to the school. 
 
Rule 7 Children living outside the priority area on the basis of distance, with those 

living nearest to the school given priority. 
 
These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children.  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 
logically this will be on the ground floor and therefore closer.  If there are two 
identical addresses of separate applicants, the tie break will be random. 
 
Priority Areas 
 
The co-educational priority areas in the admission rules are based on the following towns, 
parishes/unparished areas.  These apply to Rules 5 and 6. 
 
Priority 
Area 7 

Harpenden 
and  

St. Albans  

Ayot St. Lawrence, Colney Heath, 
Flamstead, Harpenden, Harpenden Rural, 
Kimpton, King’s Walden, London Colney, 
Markyate, Redbourn, Ridge, Sandridge, St. 
Michael, St. Pauls Walden, St. Stephens, St. 
Albans, Shenley, Wheathampstead.  

Beaumont 
Roundwood 

Park 
Samuel Ryder 
Sandringham 

Sir John Lawes  
 
Harpenden Secondary Free SchoolSchool will use the same definitions and measuring 
system as outlined in Hertfordshire County Council’s admissions literature, “Moving On”. 
 
In Year Admissions 
 
The school will remain part of the County Council’s co-ordinated In Year admissions 
scheme.  Application forms can be accessed via www.hertsdirect.org/admissions or 
from the Customer Service Centre on 0300 123 4043.  Parents should return the 
application form direct to the County Council (address on the form). 
 
Fair Access 
 
The school participates in the County Council’s Fair Access protocol and will admit 
children under this protocol before children on continuing interest. 
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Sixth Form arrangements 
 
The school will admit up to 40 external students to its Sixth Form. 
 
Minimum entry requirements are as set out in our Sixth Form prospectus. 
 
If the school is oversubscribed, priority will first be given to: 
 
Children looked after or previously looked after 
Secondary transfer rules then apply 
 
Appeals 
 
Hertfordshire parents wishing to appeal who applied on line should log into their online 
application and click on the link ‘register an appeal’.  If you did not apply using 
Hertfordshire’s on line 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. 
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Kings Langley School Admission arrangements for 2019/20 

The school will have a published admission number of 186 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs that names their school. Schools must 
also admit children with an EHC (Education, Health and Care) Plan that names the school. 
 
If there are fewer applications than places available, all applicants will be offered a place. If 
there are more applications than places available, the criteria outlined below will be used to 
allocate places.  
 
Rule 1 Children looked after (in public care) and children who were previously looked after, 

but ceased to be so because they were adopted (or became subject to a child 
arrangements order or a special guardianship order). 

Rule 2 Medical or Social:  Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school. 
Applications must be supported by professional evidence which explains why your 
child needs to attend Kings Langley School. The Local Authority, on behalf of the 
Admissions Committee, will determine whether the professional evidence provided 
is sufficiently compelling to meet the requirements for this rule. The supporting 
information must relate specifically to the school, and must clearly demonstrate why 
it is the only school that can meet your child’s needs. 

 
Rule 3 Sibling:  Children who have a sibling at the school at the time of application, 

unless the sibling is in the last year of the normal age-range of the school.  Note:  
the ‘normal age range’ for Kings Langley School means Years 7 to 13.   

 
Rule 4   Children who live in the priority area 6b for whom it is their nearest Hertfordshire 

maintained school or academy that is non-faith, co-educational and non-partially 
selective. Note: Non-partially selective means that the school does not offer any 
places based on academic ability.  

Rule 5  Children who live in the priority area (6a and 6b) who live nearest to the school.  

Rule 6   Children living outside the priority area on the basis of distance, with those living 
nearest to the school given priority.  
 
These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children. 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 logically this will be on the ground floor and therefore closer. If there are two 
identical addresses of separate applicants, the tie break will be random. 
Random allocation will be undertaken independently of the school by Hertfordshire 
County Council. Every child entered onto the county council’s admissions database 
has an individual random number assigned, between 1 and 1 million, against each 
preference school. When there is a need for a final tie break this random number is 
used to allocate the place, with the lowest number given priority. 
 

 Kings Langley School will use the same definitions and measuring system as 
Hertfordshire County Council’s as outlined in the “Definitions “section below. 



Priority Areas (see also separate Map) 
Parishes in the priority area for this school are: 
 
6a: Aldbury, Berkhamstead, Great Gaddesden, Hemel Hempstead, Little 
Gaddesden, Nash Mills, Nettleden with Potton End, Northchurch, Tring, Tring 
Rural, Wiggington. 
 
6b: Kings Langley, Abbots Langley, Watford, Chorleywood and Rickmansworth, 
Bovingdon, Chipperfield, Sarratt, Flaunden, Croxley Green and Rickmansworth 
(part)/Maple Cross. 
 
Continuing Interest (Year 7 places) 
After places have been offered, Hertfordshire County Council will maintain the school’s 
continuing interest (waiting) list. A child’s position on a CI list will be determined by the 
admission criteria outlined above and a child’s place on the list can change as other children 
join or leave it.  The county council will contact parents/carers if a vacancy becomes 
available and it can be offered to a child. 
Continuing interest lists will be maintained for every year group until the end of the summer 
term. 
 
In Year Admissions 
The school will remain part of the county council’s coordinated In Year admissions scheme.  
In year applications should be made online at www.hertfordshire.gov.uk/admissions 
 A paper application form can be requested from the Customer Service Centre, 0300 123 
4043.  
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit children 
under this protocol before children on continuing interest. 
 
6th form arrangements 
The school will admit up to 30 external students to its 6th form. 
Minimum entry requirements are: 
Pathway 3 (3 A levels):Total Points Score of 33* or above to be achieved from the student’s 
best 6 GCSEs and an average of at least 4.5 for GCSE English Language and GCSE Maths.  
(Grade 7 in Maths if student is studying Maths or Further Maths at A Level).  
 
Pathway 4 (4 A levels):Total Points Score of 39* or above to be achieved from the student’s 
best 6 GCSEs and at least a Grade 5 for both GCSE English Language and GCSE Maths.  
(Grade 7 in Maths if student is studying Maths or Further Maths at A Level).  
 
Subject specific entry requirements 
* Based on Points tables for reformed GCSEs from September 2016. 
If the school is oversubscribed places in the sixth form will be allocated using the Admission 
Rules 1 to 6 as previously defined on Page 1 of this document. 
 
Appeals  
At transfer time parents wishing to appeal who applied on line should log into their online 
application and click  on the link 'register an appeal '.For those who did not apply on line, 
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 Admissions Officer at 
Kings Langley School in the first instance. 
Proposed Timescales for 2019/20 
Closing date for online applications to be submitted to the LA  31 October 2018 
Statutory deadline for receipt of paper applications    31 October 2018 
Offer letters posted for delivery      1 March 2019 

Date by which parents/carers may accept or reject place offered  15 March 2019 

Date by which parents/carers return appeal forms    TBC 

http://www.hertfordshire.gov.uk/admissions


1 

 

The following Hertfordshire County Council notes and 
definitions are applied to applications for Kings Langley 
School. Hertfordshire County Council administer the 
admissions process on behalf of Kings Langley School. 
 
Explanatory notes and definitions for the admission 
arrangements for community and voluntary-controlled 
schools in Hertfordshire for 2019/20 

 
The following definitions apply to terms used in the admissions criteria: 
 
 
Rule 1: Children looked after and children who were previously looked 
after, but ceased to be so because they were adopted (or became 
subject to a child arrangements order¹ or a special guardianshiporder²) 
  
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 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 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)  
 
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 guardianor 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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Rule 2: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school: 
 
Rule 2 applications will only be considered at the time of the initial application, 
unless there has been a significant and exceptional change of circumstances 
within the family since the initial application was submitted. 
All schools in Hertfordshire have experience in dealing with children with 
diverse social and medical needs. However in a few very exceptional cases, 
there are reasons why a child has to go to one specific school. 
 
Few applications under Rule 2 are agreed. 
 
All applications are considered individually but a successful application should 
include the following: 
 

a. Specific recent professional evidence that justifies why only one 
school can meet a child’s individual needs, and/or 

 
b. Professional evidence that outlines exceptional family 

circumstances making clear why only one school can meet the 
child’s needs 

 
c. If the requested school is not the nearest school to the child’s 

home address clear reasons why the nearest school is not 
appropriate 

 
d. For medical cases – a clear explanation of why the child’s 

severity of illness or disability makes attendance at only a 
specific school essential. 

 
Evidence should make clear why only one school is appropriate.   
Applications under Rule 2 can only be considered when supported by a recent 
letter from a professional involved with the child or family, for example a 
doctor, psychologist or police officer.  The supporting evidence needs to 
demonstrate why only one named school can meet the social/medical needs 
of the child. 
 
Applications for children previously “looked after” but not meeting the specific 
criteria outlined Rule 1, may be made under this rule.  
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” 
available at https://www.hertfordshire.gov.uk/media-
library/documents/schools-and-education/admissions/admissions-rule-2-
process-document.pdf   
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Definition of sibling: 
 
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 after¹ and in every case living permanently² in a placement 
within the home as part of the family household from Monday to Friday at the 
time of this application.  
A sibling must be on the roll of the named school at the time the younger child 
starts or have been offered and accepted a place.  
If a place is obtained for an older child using fraudulent information, there will 
be no sibling connection available to subsequent children from that family.  
 
¹ Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order. This definition was amended following a determination by 
the OSA in August 2014.  
 
² 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. 
 
Multiple births: 
 
The school will admit over the school’s published admission number when a 
single twin/multiple birth child is allocated the last place at the school.  
 
 
Home address: 
 
The address provided must be the child’s current permanent 
address at the time of application.  ‘At the time of application’ means the 
closing date for applications.  “Permanent” means that the child has lived at 
that address for at least a year and/or the family own the property or have a 
tenancy agreement for a minimum of 12 months 
 
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.  
 
If two different applications are received for the same child from the same 
address, e.g. containing different preferences, the application from the parent 
in receipt of child benefit will be processed if the applications cannot be 
reconciled. 
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Fraudulent applications: 
 
The school, in liaison with Hertfordshire County Council will do as much as 
possible to prevent applications being made from fraudulent addresses, 
including referring cases to the Shared Anti-Fraud service for further 
investigation as necessary.  
Address evidence is frequently requested, monitored and checked and school 
places will be withdrawn when false information is deliberately provided. 
Action will be taken in the following circumstances: 

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

 When a child lives at a different address to the applicant 

 When the applicant does not have parental responsibility 

 When a family move shortly after the closing date of applications when 
one or more of the following applies: 

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

o The family has returned to an existing property 
o The family lived in rented accommodation for a short period of 

time (anything less than a year) over the application period 
o Official/public records show an alternative address at the time of 

the application 
 

 When a child starts at the allocated school and their address is 
different from the address used at the time of application 
 

Parents/carers will need to show that they have relinquished residency ties 
with their previous property and they, and their child(ren) are permanently 
residing at the address given on the application form. 
 
Home to school distance measurement for purposes of admissions:  
 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Definition of “nearest school” for secondary/upper admissions 
 
The “nearest school” definition for rule 4 is “the nearest Hertfordshire 
maintained school or academy that is non-faith, co-educational, and non-
partially selective (note – non-partially selective means that the school does 
not offer any places based on academic ability”). 
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Co-educational schools/academies which select partially on ability are: 
Dame Alice Owens 
Parmiters 
Queens 
Rickmansworth 
St Clement Danes 
 
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.  
 
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 Secondary 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. 
 
Applications will also be considered, and places offered in advance for these 
families, if the application is accompanied by an official letter that declares a 
relocation date but does not provide a quartering or unit address because the 
family will be residing in private accommodation. In these cases, if the family 
does not already have a permanent private address in Hertfordshire, the 
military base or alternative “work” address in Hertfordshire will be used for 
allocation purposes. If the family already has an established alternative 
private address, that address will be used for admission purposes. 
 
HCC will also consider accepting applications from children* 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 (4th December 2018) 
cannot be taken into account before National Allocation Day. Decisions on 
these applications will be made by a panel of senior officers and 
communicated with parents within 6 weeks of the closing date for 
applications. 
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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. 
 
*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.* 
 
 

Children Out of Year Group  
 
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 must, 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 governor’s 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 
 
.    
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Admission Policy for 2019/20 
 
Knights Templar School is a co-educational, all-ability school for children aged 11-18.   
 
The Published Admission Number (PAN) for Year 7 is 210.  Students will also be admitted at 16+ provided 
they meet the entry requirements as per the 6th Form Admission Criteria.   
 
All applicants must complete the Common Application Form of their home Local Authority.  Hertfordshire 
residents should apply online to Hertfordshire County Council or complete the secondary transfer form.  
Families resident in other authorities must complete the form provided by the authority in which they live.  
Applicants for Knights Templar School do not need to complete a Supplementary Information Form (SIF). 
 
All deadlines within the Hertfordshire Coordinated Scheme of Admissions will be adhered to, and the offer of 
places will be sent out by Hertfordshire County Council on behalf of the School.  
 
If there are fewer applications than places available at a school, all applicants will be admitted. If the School 
receives more applications than it has places available, the following criteria will be applied in the order they 
are printed below.   
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs that names the school. Schools must also 
admit children with an EHC (Education, Health and Care) Plan that names the school. 
 
Rule 1 Children in public care (children looked after) and children who were looked after, but ceased 
to be so because they were adopted (or become subject to a residence order or special 
guardianship) 
 
Rule 2 Medical or social needs: Children for whom it can be demonstrated that they have a particular 
medical or social need to attend Knights Templar.  
 
Rule 3 Siblings living in the Priority Area *: Children who have a sibling at the Academy at the time of 
application, unless the sibling is in Year 13. 
 
Rule 4 Children living in the Priority Area who live nearest to the school who do not already have a 
sibling attending the School. 
 
Rule 5 Children of Staff **( See definition) 
 
Rule 6 Siblings living outside the Priority Area *: Children who have a sibling at the School at the 
time of application, unless the sibling is in Year 13 . 
 
Rule 7 Children living outside the Priority Area, who live nearest to the school. 
 
 
 
*  The Priority Area for the School consists of Baldock, and the Parishes of Ashwell, Bygrave, 

Caldecote, Clothall, Edworth, Hinxworth, Newnham, Radwell, Rushden, Sandon, Wallington and 
Weston (the Priority Area referred to in the admission rules above is the same as that used by the 
County Council). 

 

mailto:admin@ktemplar.herts.sch.uk


  

**   Children of Staff – are defined as children of employees (or their partner) who have been employed 
at the School for two or more years on the date of application and who live in the same house as the 
member of staff from Monday to Friday 

 
 
Tie-Break 
 
If more children qualify under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children.   In the case of two applicants with exactly the same priority under 
the admissions rules, but only one place being available, places will be offered to both families.  
 
 

Notes on the Admission Arrangements: 
 
Children looked after and children who were looked after, but ceased to be so because they were 
adopted (or became subject to a child arrangements order¹ or a special guardianship order²) 
 
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 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  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) 
 
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. 

 
Children with Special Education Needs and/or Disabilities 
 
Where the School is named in a Statement of Special Educational Needs or Education, Health and Care 
Plan, the School has a duty to admit the child.  In the case of applicants with special educational needs but 
without a Statement, or of applicants with a disability, the oversubscription criteria will be applied as fairly to 
them as to all other applicants. 
 
Medical or Social Need  
 
Applications must be supported by professional evidence which explains why your child needs to attend 
Knights Templar School. The Admissions Team will consider and determine the outcome of all the 
applications made under this rule.  They will determine whether the professional evidence provided is 
sufficiently compelling to meet the requirements for this rule.  The supporting information must relate 
specifically to the School, and must clearly demonstrate why it is the only school that can meet your child’s 
needs.  The professional evidence should be in the form of a letter from a professional involved with your 
family such as a doctor, psychologist or social worker.  Rule 2 applications will only be considered at the time 



  

of the initial application, unless there has been a significant and exceptional change of circumstances within 
the family since the initial application was submitted.  Evidence pertaining to the need of the family or child to 
attend Knights Templar School because of an aptitude or interest in a specialism will not be considered 
under this rule in accordance with section 2.30 of the School Admissions Code. 
 
Siblings 
 
A sibling is defined as a sister/brother, half sister/brother, adopted sister/brother or a 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. 
 
To obtain a school place under a “sibling rule” the older sibling must still attend the school at the time the 
younger child joins the school.  This means the older sibling must be in Year 7 to Year 12 at the time of 
application.  If a place is obtained for a child using fraudulent information, there will be no sibling connection 
available to subsequent children from that family. 
 
Twins and Multiple Births 
 
If you have more than one child going through the secondary transfer process at the same time, you must 
make a separate application for each of them.  If one of your children is offered the last place available at the 
School and you have applied for the same School for the other child(ren), the Admissions Team will offer a 
place to the other child(ren). 
 
Distance Measuring and Home Addresses 
 
A ‘straight line’ distance measurement is used in all home to school distance measurements 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. 
 
In applying these admission arrangements, ‘permanent home address’ is defined as the permanent place of 
residence of the parent with whom the applicant spends the majority of his time. The home address must be 
the address where the applicant is living at the time of application and the closing date for applications.  If a 
child lives at more than one address Monday to Friday (for example due to a separation), the address you 
use should be the one which the child lives at most of the time during the week.  Please write a joint letter to 
explain your individual situation at the time of application.  Only one address can be used to process your 
application. 
 
If the main address has changed temporarily, for example where a family is renting a property on a Short 
Term Tenancy Agreement (12 months or under), then the parental address remains that at which the parent 
was resident before the period of temporary residence began unless it can be shown that all ties to the 
previous address have been relinquished, or that the move is not easily reversible.  The Admissions Team 
may refuse to base an allocation on an address which might be considered only a temporary address. 
 
The School may check the authenticity of your address and proof of residence or further information may be 
requested following the offer of a place.  The Admissions Team will withdraw the offer of a place where they 
believe a fraudulent address has been given. 
 
Children Seeking Admission Outside their Chronological Year Group 
 
Only in exceptional circumstances will a child younger than 11 years of age or older than 12 years of age on 
1 September of the year in which he/she is due to transfer to secondary school be considered for admission.  
The Admissions Team will have regard to the advice of the Headteacher of the Primary School that the child 
attends and that of other relevant professionals, such as an Educational Psychologist, when deciding 
whether an application should be considered outside of the child's chronological year group.  All applications, 
however, should be made at the normal time. 
 
  
 
 
 



  

Continuing Interest List 
 
All unsuccessful applicants (who do not gain a place at a higher ranked school) will automatically be added 
to the School’s continuing interest list.  This list will be held for all year groups until the end of each academic 
year.  To retain a place on CI, families must at the end of the academic year, confirm their interest by making 
an In Year application which can be made online at www.hertsdirect.org/admissions  Any places which 
become available will be allocated in accordance with the admission rules set out in this document. 
 
Fair Access 

The school will admit children under the Fair Access Protocol before those on continuing interest, and over 
the Published Admission Number (PAN) if required. 

Appeals 
 
All unsuccessful applicants have the right to appeal to an independent panel for a place to be made available 
for their child. Hertfordshire parents wishing to appeal, who applied online, should log onto their online 
school application and click on the link “register an appeal”. If the application was not made using 
Hertfordshire’s online application system parents should contact the Customer Service Centre (0300 123 
4043) to request an appeal pack. 
 
Late Applications 
 
Any online or paper application received after the statutory deadline, 31 October, will be treated as a late 
application.  Late applications are not dealt with until all on-time applications have been considered.  You are 
much less likely to be offered a place at one of your preferred schools if you apply late. If there are 
exceptional circumstances why you were unable to make your application by the closing date, you should 
contact your Local Authority giving your reasons and supplying support evidence where appropriate. 
 
In Year Admissions 
 
Parents wishing to apply for a place outside the normal time of transfer will need to complete an 'In Year 
application form', available from Hertfordshire County Council. 
 
In the case where there are more applicants than spaces available, the admission criteria listed above will be 
used to decide which child(ren) should be offered a place. 
 
The school is committed to admitting its fair share of children who qualify under the locally agreed Fair 
Access Protocol.  Outside the normal admissions rounds the Admissions Team is empowered to give priority 
to a child where admission is requested under the Fair Access Protocol, even if the required year group is full 
or above the Published Admission Number. 
 
 
 
Sixth Form admission arrangements 
 
The school will admit up to 80 external students to its Sixth Form. 
 
Minimum Entry requirements are 5 GCSEs at grace C/4 or above. Criteria for admission to particular courses 
are available within individual subject information sections on the school website. 
 
If the school is oversubscribed, priority will first be given to: 
 

i) Children looked after or previously looked after, but ceased to be so because they were adopted (or 
become subject to a residence order or special guardianship) 

ii) Children for whom it is their nearest Hertfordshire maintained school or academy that is non-faith 
and non-partially selective and makes provision for children of the relevant gender 

iii) Distance (if two applicants have the same home-school distance both shall be admitted) 
 
 
 

http://www.hertsdirect.org/admissions


THE KNIGHTS TEMPLAR SCHOOL 
 
 
Sixth Form Application Form 2019 Intake 

 
 

Wherever possible, applications should be made online: 
www.sixthform.ktemplar.herts.sch.uk. 

If applying online is not possible, students should complete this form and return it to the Sixth Form 
office.  
  

Name:                                                                                                                    M/F 

Date of Birth: 

Address: 

Home telephone number: 

Mobile telephone number:  

Email address: 

Parent’s email address:  

Current tutor group / Current School (for external applicants): 

 

 
The following section allows you to give an indication of subject choices – this is to assist in our 
timetabling. We appreciate that course selection may change following the GCSE results in August. 
 
It is important to list your 3 subject choices in priority order.  It may not be possible to fully satisfy 
all student choices.  We will contact any students who may have problems with their choices during 
January or February and inform them of which options are possible. 
 
 

Subjects chosen IN PRIORITY ORDER:  

1. 

2. 

3. 

 
 
 
 

http://www.sixthform.ktemplar.herts.sch.uk/


In addition to our main A Level Programme, students must support their studies with a subject 
from the Wider Curriculum Programme. You can choose from the following options: 
 

Extended Project Qualification (EPQ)  Options include:  
- Dissertation 
- Investigation / Field Study 
- Performance 
- Artefact 

Financial Studies (IFS) Working towards a Level 3 Certificate in Financial Studies 
from the London Institute of Banking and Finance. 

Public Speaking An exciting opportunity to develop communication and 
presentation skills, and gain a qualification in Public 
Speaking. 

Spanish GCSE Broadening students’ linguistic skills with a full GCSE 
qualification in Spanish. 

Music Performance RSL Certificate Working towards a Rock School London qualification in 
Music Performance.  

More information on all our subject choices is available online.  
 

Please state you first and second preferred options for Wider Curriculum subjects: 

1. 

2. 

 
In 50 words, please tell us why you would like to join Knights Templar Sixth Form:  

 
 
 
 
 
 

 
 Please tick the box to confirm you have read the Knights Templar Sixth Form entry 
requirements.  
 
 

PLEASE RETURN COMPLETED FORMS TO MISS BAYFIELD AS SOON AS POSSIBLE: 
sixthform@ktemplar.herts.sch.uk 

 
FINAL DEADLINE: FRIDAY 14th DECEMBER 2018 

 
 

mailto:sixthform@ktemplar.herts.sch.uk
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West Herts Schools Trust: Admission arrangements for 2019/20  
(Jupiter, Lanchester and Ascot Road community Free Schools) 
 
The schools will each have a published admission number of 60 
 
Section 324 of the Education Act 1996 requires the governing bodies of all 
maintained schools to admit a child with a statement of special educational needs 
that names their school. All schools must also admit children with an Education 
Health and Care Plan (EHCP) that names the school.  
 
If there are fewer applications than places available, all applicants will be offered a 
place. If there are more applications than places available, the criteria outlined below 
will be used to allocate places.  
 
Rule 1  Children in care and children who were looked after, but ceased to be 

so because they were adopted (or became subject to a child 
arrangement order or a special guardianship order) 

 
Rule 2  Medical or Social: Children for whom it can be demonstrated that they 

have a particular medical or social need to go to the school. 
Hertfordshire County Council will determine whether the evidence 
provided is sufficiently compelling to meet the requirements for this 
rule. The evidence must relate specifically to the school applied for 
under Rule 2 and must clearly demonstrate why it is the only school 
that can meet the child’s needs. 

 
Rule 3 Sibling: Children who have a sibling on the roll of the school at the 

time of application. 
This applies to reception through to Year 5  
 
In Year admissions: the sibling may be in the school’s final year as 
long as they will still be in attendance at the time of admission   

 
Rule 4 Children of Teaching Staff: children of teaching staff where (a) the 

member of staff has been employed at the school for two or more 
years at the time at which the application for admission to the school is 
made, and/or (b) the member of staff is recruited to fill a vacant post for 
which there is a demonstrable skill shortage. To be eligible under this 
rule children of teaching staff must live at the same address as the 
member of staff. 
. 

Rule 5  Nearest School: Children for whom it is their nearest school or 
academy. This includes all schools except those which allocate on the 
basis of faith. 
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A list of schools and academies included in the definition of “nearest” is 
available in the “Definition” section below.  
 

Rule 6  Distance: Children who live nearest to the school. Children not 
considered under Rule 5 will be considered under Rule 6. 

 
These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children. 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 
logically this will be on the ground floor and therefore closer. If there are two identical 
addresses of separate applicants, the tie break will be random allocation. 
Random allocation will be undertaken independently of the school by Hertfordshire 
County Council. Every child entered onto the county council’s admissions database 
has an individual random number assigned, between 1 and 1 million, against each 
preference school. When there is a need for a final tie break this random number is 
used to allocate the place, with the lowest number given priority. 
 
The WHST schools will use the same definitions and measuring system as 
Hertfordshire County Council’s as outlined in the “Definitions" section below.  
 
Continuing Interest 
After places have been offered, the school’s continuing interest (waiting) list will be 
maintained by Hertfordshire County Council. A child’s position on the CI list will be 
determined by the admission criteria outlined above and a child’s place on the list 
can change as other children join or leave it. The county council, on behalf of the 
school’s governing body, will contact parents/carers if a vacancy becomes available 
and it can be offered to a child. Continuing interest lists will be maintained for every 
year group until the summer term (date to be confirmed). To retain a CI application 
after this time, parents must make an In Year application. 
 
In Year Admissions 
The schools will remain part of the county council’s coordinated In Year admissions 
scheme. Application forms can be accessed via 
www.hertfordshire.gov.uk/admissions or from the Customer Service Centre, 0300 
123 4043. Parents should return the application form direct to the County Council 
(address on the form).  
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit 
children under this protocol before children on continuing interest. Under the Fair 
Access Protocol the school will also admit and over the Published Admission 
Number (PAN) if required. 
 
 

http://www.hertfordshire.gov.uk/admission
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Appeals  
At transfer time parents wishing to appeal who applied on line should log into their 
online application and click  on the link 'register an appeal '.For those who did not  
 
apply on line, please contact the Customer Service Centre on 0300 123 4043 to 
request an appeal pack.' For In Year appeals please contact the school in the first 
instance. 
 
Definitions and Explanatory notes  
The following definitions apply to terms used in the admissions criteria: 
 
Children in public care (children looked after): 
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 
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 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) 
 
All children adopted from care who are of compulsory school age are eligible for 
admission under rule 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 
 
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 
 
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. 
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* 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. 
 
Rule 2: Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the 
family since the initial application was submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse 
social and medical needs. However in a few very exceptional cases, there are 
reasons why a child has to go to one specific school. 
 
Few applications under Rule 2 are agreed. All applications are considered 
individually but a successful application should include the following: 
 
a. Specific recent professional evidence that justifies why only one school can meet 
a child’s individual needs, and/or 
b. Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet the child’s needs 
c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of illness or 
disability makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. Applications under 
Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example a doctor, psychologist or police officer. 
The supporting evidence needs to demonstrate why only one named school can 
meet the social/medical needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available 
at: www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf   
 
Definition of sibling: 
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. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 

http://www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf
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If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family. 
 
*Children previously looked after are those children adopted or with a special 
guardianship order or child arrangements order. This definition was amended 
following a determination by the OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single 
twin/multiple birth child is allocated the last place at a school.  
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or 
the family own the property or have a tenancy agreement for a minimum of 12 
months. 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. 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible 
to prevent applications being made from fraudulent addresses. Address evidence is 
frequently requested, monitored and checked and school places will be withdrawn 
when false information is deliberately provided. Action will be taken in the following 
circumstances: 

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

 When a child lives at a different address to the applicant 
 When the applicant does not have parental responsibility 

 
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 
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 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 
 When a child starts at the allocated school and their address is different from 

the address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Rule 5: Definition of “nearest school”  
The definition of “nearest school” under Rule 5 includes all schools and academies 
(regardless of status) unless that school prioritises applications and allocates places 
on the basis of faith. 
 
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. 
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The schools, 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 can not be taken into account 
before National Allocation Day. Decisions on these applications will be made by a 
panel of senior officers 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. 
 
Age of Admission and Deferral of Places 
The school’s policy is that children born on and between 1 September 2013 and 31 
August 2014 would normally commence primary school in Reception in the 
academic year beginning in September 2018. 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 individual school(s) 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. Guidance issued by the Minister of State for Schools, Nick Gibb on 8 
September 2015, has indicated that the government intends to amend the School  
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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.   
  
In anticipation of this change to 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.  
 
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 Principal, 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 Principal and senior leadership of the school. 
 
*Advice on the admission of summer born children” December 2014 
 
Nursery Provision 
The admission arrangements detailed in this document do not apply for those being 
admitted into any nursery or pre-school provision. The arrangements for nursery and  
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pre-school provision at the WHST schools are through Squirrels Nurseries who can 
be contacted at info@squirrelsnurseries.co.uk . 
 
Parents of children who are admitted to a nursery provision at a school must apply in 
the normal way for a place at the school if they want their child to transfer to the 
reception class. Attendance at the nursery or co-located children’s centre does not 
guarantee admission to the school. 
 

mailto:info@squirrelsnurseries.co.uk
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Admission Arrangements for Laurance Haines School for 2019-20 
 

Laurance Haines School (the ‘school’) is an academy within the Inclusive Multi Academy Trust (the ‘Trust’).  

 

The Trust is the admissions authority for the school and is therefore responsible for determining and implementing the 
admission arrangements for the school each year in accordance with the School Admissions Code (the ‘Code’) and other 
legislation. The Inclusive Multi Academy Trust continues to use the services of Hertfordshire County Council (HCC) to 
administer some admission services.  

 

The schools published admission number will be 60. Applications for places in Reception should be made on the 
Hertfordshire County Councils Common Application Form. This is accessible on the Local Authority’s website and must be 
submitted in accordance with the Local Authority’s published deadlines for applications, namely Tuesday 15

th
 January 

2019. Late applications will be accepted but will not be considered until all applications received on or before the 
application deadline have been processed, which will reduce the chance of achieving a place for the child.  

 

Section 324 of the Education Act 1996 requires the governing bodies of all schools to admit a child with a statement of 
special educational needs that names their school. Schools must also admit children with an EHC (Education, Health and 
Care) Plan that names the school. 

 
If there are fewer applications than places available at a school all applicants will be admitted. If there are more 
applications than places available, the criteria outlined below will be used to prioritise applications. 

 

Rule 1: Children looked after  

 and 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)*. 
 

Rule 2:    Medical or Social 
Children for whom it can be demonstrated that they have a particular medical or social need to go to the 
school*. 
A panel of HCC officers will determine whether the evidence provided is sufficiently compelling to meet the 
requirements for this rule. The evidence must relate specifically to the school applied for under Rule 2 and 
must clearly demonstrate why it is the only school that can meet the child’s needs. 

 
Rule 3:    Sibling 

Children who have a sibling on the roll of the school or linked school at the time of application*.  This applies 
to reception through to Year 5. 
 

  Rule 4:    Applicants who are children of a parent who is a permanent member of the school staff (Children of school 
staff)  

A member of staff must either have been employed at a Trust school for two or more years at the time at which 
the application for admission to the school is made; and/or have been recruited to fill a post for which there is a 
demonstrable skill shortage. In all cases, the member of staff must have parental responsibility (sole or shared) 
for the applicant.  
 

Rule 5:    Nearest School 
Children for whom it is their nearest school or academy. This includes all schools except those which allocate 
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on the basis of faith. 

 
Rule 6:    Distance 

Children who live nearest to the school. 

Children not considered under rule 5 will be considered under rule 6. 

 
These rules are applied in the order they are printed above. If more children qualify under a particular rule than there 
are places available, a tie break will be used by applying the next rule to those children. 

 
Tie Break 
When there is a need for a tie break where two different addresses are 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 logically this will be on the ground floor 
and therefore closer. If there are two identical addresses of separate applicants, the tie break will be random. Every 
child entered onto the HCC admissions database has an individual random number assigned, between 1 and 1 million, 
against each preference school. When there is a need for a final tie break the random number is used to allocate the 
place, with the lowest number given priority. 
 

Continuing Interest 
After places have been offered, Hertfordshire County Council will maintain a continuing interest (waiting) list. A child’s 

position on a CI list will be determined by the admission criteria outlined above and a child’s place on the list can 

change as other children join or leave it. The county council will contact parents/carers if a vacancy becomes available 

and it can be offered to a child. Continuing interest lists will be maintained for every year group until the end of the 

summer term. To retain a CI application after this time, parents must make an In Year application. 

 

Appeals  

The school uses Hertfordshire County Council to administer its appeals. Parents wishing to appeal who applied through 

the Hertfordshire’s online system should log in to their online application and click on the link “register an appeal”. Out 

of county residents and paper applicants should call the Customer Service Centre on 0300 123 4043 to request their 

registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 

system”. 

 

In Year Admissions  

As an academy we co-ordinate all of our own in-year admissions in accordance with the oversubscription criteria 

outlined above for Reception admissions. If you would like to apply for a place at Laurance Haines School please contact 

the school on 01923 233146. Details of which years currently have places can be found on the admissions page of our 

website. If we do not currently have a place please contact the school and we can advise you on the status of our 

current waiting lists.  

 

In Year Admission Appeals  

If your in year application is unsuccessful we will write to you with the outcome of your application and, if you have 

been unsuccessful, the county council will write to you with registration   details to enable you to login and appeal online 

at www.hertfordshire.gov.uk/schoolappeals”  

 

Fair Access 
Community and voluntary controlled schools will admit children under the Fair Access Protocol before those on 

continuing interest, and over the Published Admission Number (PAN) if required. 

 
 

*Please see the ‘Explanatory notes and definitions 2019/20 document for a full explanation/definition 
 
 
 
 
 
 
 
 

Explanatory notes and definitions 2019/20 

 

http://www.hertfordshire.gov.uk/schoolappeals
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The following definitions apply to terms used in the admissions criteria:  
 
Rule 1: Children looked after and children who were looked after, but ceased to be so because they were adopted (or 
became subject to a child arrangements order¹ or a special guardianship order²)  
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 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 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 function   (section 
22(1) of The Children Act 1989) 

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.  
 
Rule 2: Children for whom it can be demonstrated that they have a particular medical or social need to go to the school  
Rule 2 applications will only be considered at the time of the initial application, unless there has been a significant and 
exceptional change of circumstances within the family since the initial application was submitted.  

All schools in Hertfordshire have experience in dealing with children with diverse social and medical needs. However in a 
few very exceptional cases, there are reasons why a child has to go to one specific school.  

Few applications under Rule 2 are agreed.  

All applications are considered individually but a successful application should include the following:  

a. Specific recent professional evidence that justifies why only one school can meet a child’s individual needs, and/or 

b. Professional evidence that outlines exceptional family circumstances making clear why only one school can meet 
the child’s needs. 

c. If the requested school is not the nearest school to the child’s home address clear reasons why the nearest school 
is not appropriate. 

d. For medical cases – a clear explanation of why the child’s severity of illness or disability makes attendance at only 
a specific school essential. 

 
Evidence should make clear why only one school is appropriate. Applications under Rule 2 can only be considered when 
supported by a recent letter from a professional involved with the child or family, for example a doctor, psychologist or 
police officer. The supporting evidence needs to demonstrate why only one named school can meet the social/medical 
needs of the child. Applications for children previously “looked after” but not meeting the specific criteria outlined Rule 1, 
may be made under this rule.  
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Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
https://beta.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-
process-document.pdf 
 
Definition of sibling  

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 after¹ and in every case living permanently² in a placement within the 
home as part of the family household from Monday to Friday at the time of this application.  

A sibling must be on the roll of the named school at the time the younger child starts.  

If a place is obtained for an older child using fraudulent information, there will be no sibling connection available to 
subsequent children from that family.  

¹ Children previously looked after are those children adopted or with a special guardianship order or child arrangements 
order. This definition was amended following a determination by the OSA in August 2014.  

² 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.  

 
Multiple births  

The Inclusive Multi Academy Trust as the admission authority will admit over the school’s published admission number 
when a single twin/multiple birth child is allocated the last place at a school.  
 

Home address  

The address provided must be the child’s current permanent address at the time of application. ‘At the time of 
application’ means the closing date for applications. “Permanent” means that the child has lived at that address for at 
least a year and/or the family own the property or have a tenancy agreement for a minimum of 12 months.  

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.  
 

Fraudulent applications  

Hertfordshire County Council and the Inclusive Multi Academy Trust will do as much as possible to prevent applications 
being made from fraudulent addresses.  

Address evidence is frequently requested, monitored and checked and school places will be withdrawn when false 
information is deliberately provided. Hertfordshire County Council and the Inclusive Multi Academy Trust will take action 
in the following circumstances:  

• When a child’s application address does not match the address of that child at their current school;  

• When a child lives at a different address to the applicant;  

• When the applicant does not have parental responsibility;  

• When a family move shortly after the closing date of applications when one or more of the following applies:  

ο The family has moved to a property from which their application was less likely to be successful;  
ο The family has returned to an existing property;  
ο The family lived in rented accommodation for a short period of time (anything less than a year) over the 
application period;  
ο Council tax information shows a different residence at the time of application.  

https://beta.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf
https://beta.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf
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• When a child starts at the allocated school and their address is different from the address used at the time of 
application.  

 
Home to school distance measurement for purposes of admissions  

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.  
 

Definition of “nearest school”  

The definition of “nearest school” includes all schools and academies (regardless of status) unless that school or academy 
prioritises applications and allocates places on the basis of faith. 
 
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.  

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 and Secondary transfer processes, 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 or the Inclusive Multi Academy Trust 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.  

HCC and the Inclusive Multi Academy Trust will also consider accepting applications from children* 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 (5 December 2016 for secondary transfer and 6 February 2017 for 
the Under 11s process) cannot be taken into account before National Allocation Day. Decisions on these applications will 
be made by a panel of senior officers 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.  

*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. 
 
Age of Admission and Deferral of Places  
Our policy is that children born on and between 1 September 2014 and 31 August 2015* would normally commence 
primary school in Reception in the academic year beginning in September 2019. 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.  
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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 individual school(s) to discuss their child’s requirements.  

*Summer born children (1
st 

April – 31
st 

August) – Entry to Reception  

Legally, a child does not have to start school until the start of the term following their fifth birthday. Following guidance 
issued by the Department for Education on 8 September 2015 the Inclusive Multi Academy Trust has amended its policy 
for summer born children. Children born between 1 April 2014 and 31 August 2014 are categorised as “summer born” 
and if parents/carers do not believe that their summer born child is ready to join Reception in 2018 they may delay their 
application until 2019.  
These applications will be processed in exactly the same way as all other reception applications received at that time; 
there is no guarantee that a place will be offered at a child’s preferred school.  
If parents wish to delay their application for a Reception place they are advised to discuss their child’s needs 
/development with their current early years or nursery provider. If parents wish their child to remain in their existing 
nursery school or class for a further year (rather than moving into the Reception year group) they must let their current 
school know before the end of the Spring term in 2018 (before the Easter break).  
 

Children Out of Year Group (except applications for reception from summer born)  

Our 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 Inclusive Multi Academy Trust as the relevant admission authority, will decide whether the application will be 
accepted on the basis of the information submitted. The Trust makes decisions based upon the circumstances of each 
case including the view of parents, the headteacher(s), 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 individual schools.  

 

Nursery Provision  

The admission arrangements detailed in this document do not apply for those being admitted into the nursery.  

 

 



ADMISSION TO LEVENTHORPE - SEPTEMBER 2019 

Leventhorpe provides education for both boys and girls from age 11 to 18, with the expectation 
that most parents will be seeking a continuous school-based education for their children 
throughout this period.  The number to be admitted to Year 7 in September 2019 is 240.  The 
school holds specialist school status as a Business and Enterprise School and is also a 
Teaching School. It has been recognised by the DfE as a “High Performing Specialist School” 
and by Ofsted as ”Outstanding” in each individual category judged, as well as “Outstanding” in 
overall effectiveness (2012). 

Leventhorpe’s motto is “Excellence, Commitment and Respect” and these qualities, combined 
with a creative and innovative teaching environment, form the school’s ethos.  Parents applying 
for a place for their child are expected to support the school’s ethos and aims in matters of 
work, discipline, extra - curricular activities and uniform. 

Admission Arrangements for Entry to Year 7 in September 2019 
There are two forms that must be completed when applying for a place at Leventhorpe in order 
for your application to be assessed correctly.  These are: 

(i) Local Authority Form.  The form you should complete depends on where you live.
Hertfordshire residents must use the form supplied by Hertfordshire Local Authority.
Essex residents must use the form supplied by Essex Local Authority.  No application
for a place at Leventhorpe will be accepted unless an application is submitted to the
relevant Local Authority by the date specified.

(ii) Leventhorpe’s Supplementary Information Form. This is obtainable from the
school and should be completed and returned to the school by 31st October 2018
and by 5th October 2018 if you wish your child to be considered under criterion
6 (Music Aptitude). If a Supplementary Information Form is not completed the
governing body will apply their admission arrangements using the information
submitted on the Local Authority  Form only, which may result in your application
being given a lower priority.1

If there are more applications for admission than places available at Leventhorpe, the 
Governing Body will allocate places over which it has discretion, in each case by applying the 
six criteria set out in this document.  

(a) At least 222 allocations will be made using the following five criteria in the order set
out below:

1. Children looked after and 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). 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. 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) 

‘Brothers and sisters’ includes stepbrothers, stepsisters, half-brothers, half-sisters and 
adopted brothers and sisters.  

1 Parents wishing to apply under musical aptitude and returning the school’s Supplementary 
Form by 5th October 2018 will be informed of the outcome of the test before the Local 
Authority closing date (31st October 2018). 

2. Children who, at the closing date for applications, have a brother or sister currently 
attending Leventhorpe. They also need to live at the same permanent address as the 
prospective student from Monday to Friday.



Currently attending’ means children who are actually at the school, or children who have been 
offered a place, but have not yet started at the school. 
 
Where a place for an older child has been obtained using false information or outside the normal 
operation of criteria 1 – 6 there will be no automatic sibling link for subsequent children from 
that family. 
 
3. Children of staff who are directly employed by the Rivers Multi Academy Trust for two or 
more years or where the member of staff was or will be recruited to fill a post for which there is 
a skills shortage.  The staff member must be the child’s legal parent (by blood, adoption or step-
parent) and have been living at the same address as the child for a minimum of 2 years.   
 
4. Children who, at the closing date for applications, attend one of the following priority primary 
schools:  Hatfield Heath, High Wych, Little Hallingbury, Mandeville, Reedings, Sheering, 
Spellbrook, St Andrews (Much Hadham). 

 
5. Should there be places unfilled after applying criterion 4, then places will be offered on the 
basis of shortest straight line distance between permanent residence to the School as 
determined by Hertfordshire County Council, with those living closer being accorded a higher 
priority. Addresses are routinely checked and places may be withdrawn if a false address has 
been given.  
 
In the event of being oversubscribed within any criterion then selection will be determined by 
applying Criterion 5 (distance). 
 
(b) After applying (a) above, up to 18 places will be allocated from all of the applications 
remaining using criterion 6 below: 
 
6. Students who can demonstrate a proven aptitude in music - this will be determined on the 
basis of an aptitude test.  Priority will be given to those with the highest scores in this test. 
Parents should apply for their child to take the test on Leventhorpe’s Supplementary Information 
Form and return the form to the school by 5th October 2018. 
 
In the event of a tie-break being required under criterion 6 then places will be allocated using 
criteria 1 – 5 in order. Should less than 10% of places be allocated under criterion 6 then any 
remaining places will be allocated using criteria 1 – 5. 
 
You should apply under more than one criterion if you can. 
 
Other Information At secondary transfer the twin or multiple birth sibling of any child allocated 
a place will also be admitted. Students with an EHCP (Education, Health and Care) Plan which 
names the school will be admitted. Random allocation will be used as a tie-break in criteria 1    
- 5 above to decide who has highest priority for admission if the distance between two children’s 
homes and the school is the same. This process will be independently verified. The Governing 
Body will normally only consider one application for admission to the school for a student in any 
one academic year.  In the case where circumstances relevant to the application have 
substantially altered the governors may, at their discretion, consider a further application within 
the school year.  
 
Make sure that you return your Leventhorpe Supplementary Information Form to 
Leventhorpe on time.  You must also submit your Local Authority Application to the 
appropriate Local Authority on time or you may not be offered a place at any school. 
 
Change of Address If your family is in the process of moving house your new address will not 
be considered until a move into the area has actually taken place or proof of future residence 
is provided (e.g. a solicitor’s letter indicating that there has been an exchange of contracts).  
New addresses will be considered up to 4th December 2018. 
 
Criterion 6 Schools are allowed to offer up to 10% of their total number of places to those who 
can demonstrate a proven aptitude in certain subjects.  Leventhorpe will offer up to 18 such 



places on the basis of proven aptitude in music.  This will be determined by a musical aptitude 
test, the date and time of which will be notified to parents who indicate a wish for their child to 
be considered under this criterion.  Students will need to achieve a certain minimum score in 
this test in order to be considered under this criterion. 
 
Failure to gain a place at Leventhorpe 

 240 places will be offered by applying the admissions arrangements. If you fail 
to gain a place at Leventhorpe, your Local Authority should offer you a place 
at a different school. 

 Whether or not you accept such a place, you can ask to be placed on the 
Continuing Interest List of Leventhorpe.  If a place at Leventhorpe becomes 
vacant during the year, the school will offer it to someone from the Continuing 
Interest List, in strict accordance with the admission arrangements.  As the 
year progresses, the Continuing Interest List may include people who have just 
moved into the area and want a place for their child.  They will have the same 
status as others on the list and, depending on which of the criteria they match, 
may be offered a place first. 

 Children who are the subject of a direction by a local authority to admit or who 
are allocated to a school in accordance with an In-Year Fair Access Protocol 
will take precedence over others on the Continuing Interest List.  

 It is the responsibility of parents to contact the school to state their continued 
interest at the start of each academic year. 

 You only have the right to appeal if you have been refused a place upon 
application.  Parents wishing to appeal who applied through Hertfordshire’s 
online system should log into their online application and click on the link 
“register an appeal”.  Out of county residents and paper applicants should call 
the Customer Service Centre on 0300 123 4043 to request their registration 
details and log in to www.hertfordshire.gov.uk/schoolappeals and click on the 
link “log into the appeals system”. 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
In-Year Applications – All applications must be made on the Leventhorpe Application Form.  
When applications are received by Leventhorpe for admission other than for the start of Year 
7, any available places will be allocated using the criteria in place at that time. Details of criteria 
are available from the school and published on the school’s website. Parents wishing to apply 
should contact the school directly in the first instance. 
 
Admission Arrangements for Entry to the Sixth Form in September 2019 
All Year 11 students attending Leventhorpe will be allocated places in the Sixth Form if they 
meet the entry requirements for at least three full time A’ Level courses that they wish to study 
or similarly weighted BTEC qualification equivalents.  Students from other schools will also be 
admitted provided that they meet the same requirements and there are spaces available in 
classes. The school intends to admit 70 such students to the Sixth Form each year. Children 
Looked After (children in public care) and those previously in care who, immediately after 
leaving care, became subject to an adoption, residence or special guardianship order, will be 
given priority providing they meet the minimum course requirements.   
 
 

http://www.hertfordshire.gov.uk/schoolappeals


 

 

 
 
 
 
 

APPLICATION FOR ADMISSION SEPTEMBER 2019 
SUPPLEMENTARY INFORMATION FORM 

Please make sure that you have read the document entitled “Admission to Leventhorpe – September 
2019” which includes the admission criteria.  The questions on this form relate to that document.  You 

should apply under more than one criterion if you can. 
STUDENT 
 

 

Surname……………………………………….. 
 

First name(s)………………………………………… 

  
Date of birth…………………………………….. Male/female………………………………………… 

 
 
Address ………………………………………………………………………………………………………. 
 
………………………………………..…County………………………Postcode…………........................ 
 
Is this the student’s permanent address?    Yes / No  
 
 
Current Primary School……………………………………………………………………………………… 
 
 
PARENTS / CARERS 

 

 
Names………………………………………………………………………………………………………………. 
 
 
Home Tel No……………………………………... 

 
Daytime/Mob Tel No……………………………….…… 

   
Address (only if different from the student’s)………………………………..……………………………………. 
 
…………………………………………………………………………………………………………………………. 
 
Email Address……………………………………………………………………………………………………….. 
We will use your email address and other contact details to communicate with you during the application process. 
 

APPLICATION OF ADMISSION ARRANGENTS  
PLEASE TICK ALL THE CRITERIA FOR WHICH YOU QUALIFY 

 

1. LOOKED AFTER CHILDREN If you are applying under criterion 1 (looked after children) please tick 
this box                                                                                                                                    

 
 

  
2. BROTHERS / SISTERS CURRENTLY ATTENDING LEVENTHORPE  
Name(s) 
 
……………………………………………… 
 
……………………………………………… 

Form(s) in 2018/2019 
 
………………………………………………. 
 
………………………………………………. 
 

If you are applying under criterion 2 (sibling) please tick this box                                                                                

 
 



 

 
 

 
3. CHILDREN OF STAFF  If you are applying under  criterion 3 (children of staff) please tick this 
box                                                                                                                                                  
Name of parent employed by the school……………………………………………………………… 

 
Date Employment Commenced……………………………………………………………………….. 

  

 

 
 
 

 
4. NAMED PRIORITY  SCHOOL If you are applying under criterion 4 (priority  school) please tick this box  
(Priority schools are Hatfield Heath, High Wych, Little Hallingbury, Mandeville, Reedings, Spellbrook, St 
Andrews (Much Hadham) and Sheering)                                                                                            
   

 

 

 
5. DISTANCE If you are applying under criterion 5 of the admission criteria (distance) please tick this box                              
                                                                                                                                                                                                                           

 
 

 
6. If you wish to apply under criterion 6 of the admission criteria (musical aptitude) please tick this box   Note.  
Those applying on the basis of musical aptitude will be required to take a musical aptitude test during October 2018 at a venue to be 
advised.  It is expected that students applying to the school under this criterion are committed to participating fully in the musical life of 
the school.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
                                                                                                                                                          

  

 

 
Declaration and Signature 
 
I confirm that the details I have given on this form are true to the best of my knowledge and belief and 
understand that an offer may be withdrawn if false information has been given on this form.  Information 
provided on this form may be shared with appropriate 3rd parties (e.g. Hertfordshire or Essex Local 
Authorities) in connection with the correct processing of my application. 
 
Please sign   …………..…………………………………  
 
Please print your name…………………………………..  
 
Date:………………………………………………………. 
Parent/Carer 
 
 
Please return this form fully completed to: THE ADMISSIONS OFFICER, Mrs J Moodie, Leventhorpe, 
Cambridge Road, Sawbridgeworth, Herts. CM21 9BY by 31st October 2018 or by 5th October 2018 if 
applying under the Musical Aptitude Criterion 
 
 
Note: You must also complete a Secondary Application for the county in which you reside. 
 
If you are a Hertfordshire resident the admissions booklet can be viewed or downloaded at 
www.hertsdirect.org/admissions.  Parents who have difficulty accessing the online form should telephone 
0300 123 4043. 
If you are an Essex resident the admissions booklet can be viewed or downloaded at 
www.essexcc.gov.uk/admissions.  Parents who have difficulty accessing the online form should telephone 
0845 603 2200. 
If you are resident in any other area or do not have access to an online system please contact Mrs Moodie 
at the school. 
 
  



LITTLE GADDESDEN CHURCH OF ENGLAND PRIMARY SCHOOL 
 

ADMISSIONS POLICY FOR 2019/2020 
 
The governors of Little Gaddesden Church of England Primary School will admit 15 children, 
whose birthdays fall between 1st September 2014 and 31st August 2015 inclusive, into the 
Reception class, from the beginning of the Autumn Term 2019.  
 
As far as possible, the school will ensure that pupils with disabilities have access to the same 
opportunities as other pupils.  The school does not have any specific units or facilities for 
pupils with particular special needs, and there are no specific facilities for pupils with physical 
disabilities.  One classroom is located upstairs; two downstairs classrooms may be entered 
without steps; one downstairs classroom has a single step.  There is level access at the main 
school entrances.   
 
The governing body is required to abide by the maximum limits for classes with children from 
Reception, Year 1 & Year 2 (i.e. no more than 30 pupils per class). 
 
Children with statements of special educational needs or an Education Health and Care 
(EHC) plan naming the school are not subject to the oversubscription criteria. The school will 
admit all children whose statements or EHC name the school.   
 
The school co-operates with the Hertfordshire Fair Access Protocol for children who are hard 
to place.  These children will be given priority on the waiting list and may be admitted even if 
the school is full. 
 
In the event of there being a greater demand for admission than there are places available, 
the following criteria will be applied in the order set out below:- 
 

1) ‘Looked-after’ children, and children who were previously ‘looked–after’ but immediately 
thereafter became subject to an adoption, child arrangement or special guardianship 
order.   
The Children’s 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 arrangement 
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 the child’s special guardian (or special guardians). 

 
       2)   Children resident in the Parish of Little Gaddesden and adjoining areas outlined on 
 the accompanying map. If this category is oversubscribed priority will be given as 
 follows: 
  a) sibling in the school at the time of admission;  
  b) geographic proximity. 
 

3)   Children with siblings in the school at the time of admission.   
 
4)   Children not resident within the Parish of Little Gaddesden or adjoining areas outlined 
 on the map, but whose parent(s) / guardian(s) have attended services in Little 
 Gaddesden Parish Church at least once a month during the previous two years.  (A 
 letter verifying the required level of attendance will be sought from the parish priest.)    
 Applicants in this category should also complete the Supplementary Information 
 Form. 

 
5)  Any other children. 

 
 
 
 
 
 
 



 
Tie-Break 
 
In the event of over-subscription in any of the above categories, places in that category will 
be allocated on the basis of geographic proximity, using the local authority system explained 
in Hertfordshire schools literature and website. Where there are two applicants with an equal 
claim to the last place available (e.g. living in a block of flats), then the lower flat number will 
be given priority. 
 
Twins and Multiple Births 
 
Where the last available place is offered to a twin or multiple birth then the other twin or 
sibling(s) will be offered places as exceptions to the infant class size rule. 
 
Home Address 
 
The address given on the application should be the child’s current permanent address at the 
time of application.  If a child regularly lives at more than one address from Monday to Friday, 
the address provided should be the address where the child spends the majority of time.  
Both parents / carers must declare this individually in a letter sent with the application. 
 
Siblings   
 
Sibling refers to a brother or sister, half brother or sister, adopted brother or sister, step 
brother or sister, or the child of the parent’s / 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. 
 
Deferred Admission and Summer-born Children 
 
Parents offered a place may defer the date of their child’s admission until later in the year, but 
not beyond the point at which the child reaches compulsory school age , and not beyond the 
beginning of the final term of the school year for which it was made.  
 
Where parents of a ‘summer-born’ child (April 15 ‒ August 31) wish the 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 end of the academic year of entry, then 
they would have to re-apply for a place in Year 1.  Parents should discuss this with the 
school as soon as possible and this would be treated as an in-year application.  
 
However, if parents wish such a child to be educated ‘out of year group’ (i.e. in the Reception 
Year rather than Year 1) 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 admittance to an out-of-year group 
would require exceptional and extenuating circumstances, with professional evidence 
explaining why the child’s needs cannot be met in the chronological year group.  A new 
application would need to be made in the normal admissions round for Reception in the year 
they wish their child to join, and this application will be considered alongside all other 
applications. Parents do not have the right of appeal against a decision not to accept this 
request. 
 
The school provides for the admission of all successful applicants who have reached their 
fourth birthday by the end of August 2019.  Please note that these arrangements do not apply 
to any Nursery intake: parents of Nursery children must reapply for a place in Reception.  
Nursery attendance does not guarantee a place in Reception. 

 
Older Children 
 
Applications to admit older children may be made to the school at any time, in accordance 
with the Hertfordshire admissions scheme. 
 
 



 
Admissions Procedure for the Reception class 
 

• Parents/carers must complete the Local Authority Common Application Form for their 
home area.   

• The Supplementary Information Form should also be completed by those whose 
applications come under Category 4 of the admissions criteria.  

• Applications must be received by January 15, 2019. 
• The Governors will determine the allocation of places for the 2019/20 school year, in 

accordance with the Admissions Policy.  Allocations will be emailed or posted to 
parents on April 16, 2019.  Parents must respond to offers by April 28, 2019.  Those 
who applied online should respond online; others should return the response form 
direct to the Admissions and Transport Team at County Hall.  

• Appeals: Parents / carers who have not been allocated a place for their child in the 
Reception class have the right of appeal to an independent panel.  Parents who 
applied on line should log into their online application and click on the link register an 
appeal.  Those who did not apply on line should 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.) 

• Waiting List: If there are more applications than available places, the governors will 
maintain a continuing interest list.  Late applications will go onto this list in a position 
determined by the criteria.  Parents / carers must inform the governors if they wish 
their child’s name to be on the list.  They are requested to inform the governors if they 
wish their child’s name to be removed.  If a place becomes available in the school, it 
will be offered to the child who best meets the published admission rules.  The 
governors will review the list at the end of the academic year. 

 
 
        

 



 

LITTLE GADDESDEN CHURCH OF ENGLAND PRIMARY SCHOOL 

 
 

SUPPLEMENTARY INFORMATION FORM 
FOR SEPTEMBER 2019 

 

 
Please return this form to the school. 

 
 

 
CHILD'S SURNAME   ............................................................................................  
 
 
CHILD'S FORENAMES IN FULL   .........................................................................  
 
 
DATE OF BIRTH  ................................................ ……………………………………. 
 
 
FULL POSTAL ADDRESS  ...................................................................................  
 
 ...............................................................................................................................  
 
………………………………………………………………Postcode .........................  
 
TELEPHONE 
 
Home………….. .....................................................................................................   
 
Mobile .....................................................................................................................  
 
E-MAIL..................................................................................................................... 
 
NAMES OF PARENTS/GUARDIANS  ...................................................................  
 
……………………………………………………………………………………………… 
 
If you do not live in the Parish of Little Gaddesden,  
have you attended Little Gaddesden Parish Church  
at least once a month during the last two years? ..............................................................  
 
Date ……………………………………….   
 
 
Signed  …………………………………………………………………. 
 
 
If you are not successful in gaining a place at Little Gaddesden School, your child can be 
placed on our “continuing interest” list.  Please contact the school office if you would like 
us to do this. 



Little Heath Primary School 
 
 
 

 
DETERMINED ADMISSION POLICY for entry in 2019-2020 

 
Little Heath is a foundation school and the governing body is responsible 
for admissions. 
 
The published admission number is 30. 

Section 324 of the Education Act 1996 requires the governing bodies of all 
maintained schools to admit a child with a statement of special educational 
needs that names their school. Schools must also admit children with an 
EHC (Education, Health and Care) Plan that names the school. 

To make an application please visit the online application system at 
www.hertfordshire.gov.uk/admissions. 

Rule 1 - Children looked after (or previously looked after) 

Children looked after and children who were previously looked after, but 
ceased to be so because they were adopted (or became subject to a child 
arrangements order¹ or a special guardianship order²) 

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) 

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.  

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. 

 Rule 2 - Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school 

A panel of governors will determine whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule. Rule 2 
applications will only be considered at the time of the initial application, 
unless there has been a significant and exceptional change of 
circumstances within the family since the initial application was submitted. 
All schools in Hertfordshire have experience in dealing with children with 
diverse social and medical needs. However in a few very exceptional 
cases, there are reasons why a child has to go to one specific school. Few 
applications under Rule 2 are agreed. All applications are considered 
individually but a successful application should include the following:  

a. Specific recent professional evidence that justifies why only Little Heath 
Primary School can meet a child’s individual needs, and/or 

b. Professional evidence that outlines exceptional family circumstances 
making clear why only Little Heath Primary School can meet the child’s 
needs. 

c. If Little Heath Primary School is not the nearest school to the child’s 
home address clear reasons why the nearest school is not appropriate. 

d. For medical cases – a clear explanation of why the child’s severity of 
illness or disability makes attendance at Little Heath Primary School 
essential. Evidence should make clear why only Little Heath Primary 
School is appropriate. Applications under Rule 2 can only be considered 
when supported by a recent letter from a professional involved with the 
child or family, for example a doctor, psychologist or police officer. The 
supporting evidence needs to demonstrate why only Little Heath Primary 
School can meet the social/medical needs of the child. 

 Rule 3 – Sibling 

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 the application. 

 Rule 4 - Proximity 

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 Address Base Premium address point of your child’s house to the 
address point of the school. Address Base Premium data is a nationally 
recognised method of identifying the location of schools and individual 
residences. 

 

 Tie-Break 

In the event of over-subscription in any of the above categories, places in 
that category will be allocated on the basis of geographic proximity, using 
the local authority system explained in Hertfordshire schools literature and 
website. Where there are two applicants with an equal claim to the last 
place available (e.g. living in a block of flats) then the lower flat number 
will be given priority.  

Twins and Multiple Births - Where the last available place is offered to a 
twin or multiple birth then the other twin or sibling(s) will be offered places 
as exceptions to the infant class size rule. 

 *Children previously looked after are those children adopted or with a 
special guardianship order or child arrangements order. 

**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 a very 
short term or bridging foster placement. 

Every child entered onto the HCC admissions database has an individual 
random number assigned between 1 and 1 million, against each 
preference school. When there is a need for a final tie break the random 
number is used to allocate the place, with the lowest number given priority. 

 Continuing Interest  

After places have been offered, the school’s continuing interest (waiting) 
list will be maintained by Hertfordshire County Council. A child’s position 
on the CI list will be determined by the admission criteria outlined above 
and a child’s place on the list can change as other children join or leave it. 
The county council, on behalf of the school’s governing body, will contact 
parents/carers if a vacancy becomes available and it can be offered to a 
child. Continuing interest lists will be maintained for every year group until 
the summer term (date to be confirmed). To retain a CI application after 
this time, parents must make an In Year application.  



 

Out of Year group applications 

If a parent wishes his/her child to be educated outside his/her normal age 
group i.e. 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. 

 Deferral of place and Summer Born children 

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. 

 Oversubscription Criteria 

 If there are fewer applications than places available at a school all 
applicants will be admitted. Where there are more applications than the 
number of places available, places will be offered according to the 
following order of priority: 

 
The school does not have a supplementary information form. 
 
Since 2011-2012, Hertfordshire County Council do not coordinate nursery 
admissions. Applicants need to apply online or direct to the school for a 
nursery place.  
 
Parents must apply for primary places using their home local authority 
application form even if they wish to apply to a neighbouring authority 
school. 
 
In-year admissions will be dealt with in accordance with the Hertfordshire 
County Council approved scheme. Parents should apply to HCC who 
administer the Continuing Interest List for the school – the website can be 
found at www.hertfordshire.gov.uk/admissions 
There is a single September intake available for both Nursery and 
Reception. 
 
Appeals 
 
The County Council will write to you with the outcome of your application, 
and if your application is unsuccessful will include  you with registration 
details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 
 
Parents wishing to appeal who applied through Hertfordshire’s online 
system should log in to their online application and click on the link 



“register an appeal”. Out of county residents and paper applicants should 
call the Customer Service Centre on 0300 123 4043 to request their 
registration details and log into www.hertfordshire.gov.uk/schoolappeals 
and click on the link “log into the appeals system”.” 
 
 
 
 For In Year Admissions: 
 
We will write to you with the outcome of your application and if you have 
been unsuccessful, we will include registration details to enable you to 
login and appeal online at www.hertfordshire.gov.uk/schoolappeals. 
 

Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their online application and click on details and log  
Please note that a place in the Nursery does not guarantee your child 
a place at the school, it is necessary to apply for a place in the 
Reception Class separately. 
 



LITTLE REDDINGS PRIMARY SCHOOL 
 

School Admission Arrangements 2019 - 2020 
 

Statement of Admissions Policy 
 
Admission Arrangements 
The Governors of the school are responsible for admissions and will admit up to 60 pupils each year into the 
Reception classes. If the school is oversubscribed, the Governors will apply the following criteria in the 
numbered points order. The date of application is not taken into consideration.  
 
The Governors will offer Nursery and Reception places in the Spring Term prior to the relevant academic year 
i.e. offers will be made in Spring for the following academic year starting in September through to August the 
following year. 
 
Pupils will be admitted into the school during the academic year in which he/she becomes five. The academic 
year is between 1st September and 31st August the following year. All children will be admitted in September 
to the Reception classes. 
 

1. Parents of children admitted to the Nursery provision must apply for a place at the school if they wish 
their children to apply to the Reception Class. 

2. Attendance at the Nursery does not guarantee admission to the school. 
3. Parents can request that the date their child is admitted to the school is deferred until late in the year or 

until the child reaches compulsory school age in that school year. 
4. Parents can request that their child attends part-time until the child reaches compulsory school age. 

 
Parents/Carers are requested to complete our own Supplementary Information Form (SIF) and return it to the 
school office by 15th January.  If a SIF is not completed the Governing Body will apply their admission 
arrangements using the information submitted on the common Application form only, which may result in 
your application being given a lower priority.  
 
Due to the success of the on-line application system used by Hertfordshire County Council 
at www.hertfordshire.gov.uk/admissions, and also the confidentiality of preference ranking order required by 
the Admissions Code, applications for primary places in 2018/19 can only be submitted on line or in hard copy 
to the local admissions team.  
 
The Hertfordshire County Application Forms cannot be returned to primary schools. The closing date will be 
15th January as set by local authorities nationally. 
 
Admissions Criteria 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit a child 
with a statement of special educational needs (now referred to as an Education Health Care Plan) that names 
their school. 
 

1. Children Looked After or previously looked after. Children who cease to be looked after because they 
were adopted or became subject to a residence order or special guardianship will also be included 
under this heading. 
 

2. Children for whom it can be demonstrated that they have a particular medical or social need to go to 
the school.  An application under Rule 2 will only be considered when at the time of application 
independent supporting evidence is provided showing that the child, parent or carer can demonstrate a 
wholly exceptional medical or social need to go to the school.  A panel of officers comprising a total of 
three officers from teams within Hertfordshire County Council’s Children’s Services Department, will 

http://www.hertfordshire.gov.uk/admissions


determine whether the evidence provided is sufficiently compelling to meet the requirements of this 
rule.  The Panel will be chaired by an experienced manager from the Admissions and Transport team. 
 

3. Children of staff: 
The school will admit a child of a member of staff, either teaching or support staff, provided that: 

a) The member of staff has been employed at Little Reddings School for two years or more at the 
time at which the application for admission to the school is made and/or 

b) The member of staff is recruited to fill a vacant post within Little Reddings School for which 
there is a demonstrable skill shortage 
*This will include children of staff not living at the same address as the member of staff.  It will 
also include the children of a partner living at the same address as a member of staff. 

 
4. Children who have a sibling on the roll of the school at the time of application for admission, unless the 

sibling is in the final year of the school. A sibling must be a brother or sister, half-brother or half-sister, 
an adoptive brother or sister or a child of a parent/carer and in every case, living in the same house 
Monday to Friday. 
 

5. Children for whom it is their nearest school or academy.  
 

6. Children who live nearest to the school. A ‘straight line’ distance measurement is used in all home to 
school distance measurements in Hertfordshire.  Distances are measured using a computerised 
mapping system to two decimal places.  The measurement is taken from the 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. 
 

Occasionally the last child place that can be offered may be to a child who is a twin or of a multiple birth. For a 
class in the Foundation/Key Stage 1 where the legal limit is 30 pupils in a class, multiple birth siblings would be 
exempt from this ruling and all siblings will be offered a place in either Foundation or Key Stage One classes 
that are applicable to the children’s age. 
 
We apply these rules in the order they are printed above. If more children qualify under a particular rule than 
there are places available, we use a tiebreak by applying the next rule to those children. In the event where 
two different addresses are 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 logically this will be closest to the ground and therefore closer. 
If there are two identical addresses of separate applicants, the tiebreak will be random allocation. Every child 
entered onto the HCC admissions database has an individual random number assigned between 1 and 1 
million, against each preference school. When there is a need for a final tie break the random number is used 
to allocate the place, with the lowest number given priority.” 

 
In the event that the school is oversubscribed, a continued interest list will be kept. After places have been 
offered, the school’s continuing interest (waiting) list will be maintained by Hertfordshire County Council. A 
child’s position on the CI list will be determined by the admission criteria outlined above and a child’s place 
on the list can change as other children join or leave it. The county council, on behalf of the school’s 
governing body, will contact parents/carers if a vacancy becomes available and it can be offered to a child. 
Continuing interest lists will be maintained for every year group until the summer term (date to be 
confirmed). To retain a CI application after this time, parents must make an In Year application.” 
 
Older Children 
Hertfordshire County Council will co-ordinate in-year admissions. 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 Hertfordshire County Council, regardless of the applicants’ 
home local authority. 
 



 
 
Parents Right to Appeal  
All unsuccessful applicants have the right to appeal to an independent panel for a place to be made available 
for their child. Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper applicants should call the 
Customer Service Centre on 0300 123 4043 to request their registration details and log 
into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals system”. 
 
For In Year applications parents should contact the school directly in the first instance. 
 
Admissions to the Nursery 
Children may be admitted to the Nursery in academic year in which their fourth birthday falls. All children will 
be admitted in September to the Nursery classes. 
 

1. Parents of children admitted to the Nursery provision must apply for a place at the school if they wish 
their children to attend to the Reception Class 
 

2. Attendance at our Nursery does not guarantee admission to the school Parents/Carers are requested to 
complete our own Application form and return it to the school office. The Governors will set a maximum 
number of children that may be admitted and occupy places in the Nursery. The normal complement of 
the Nursery will be 80 children, but this may be increased to 84 at the discretion of the Headteacher. 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit 
a child with a statement of special educational needs that names their school. 

 
If the Nursery is oversubscribed the Governors will apply the following numbered points in order:- 
 

1. Children Looked After. This includes those previously looked after (due to adoption, subject to a 
residence order or special guardianship) will also be included under this heading. 

 
2. Children for whom it can be demonstrated that they have a particular medical or social need to go to 

the school. A panel of officers will determine whether the evidence provided is sufficiently compelling 
to meet the requirements of this rule.  
 

3. Children of staff: 
The school will admit a child of a member of staff provided that: 

a) The member of staff has been employed at Little Reddings School for two years or more at the 
time at which the application for admission to the school is made and/or 

b) The member of staff is recruited to fill a vacant post within Little Reddings School for which 
there is a demonstrable skill shortage 

 
4. Children who have a sibling on the roll of the school at the time of application for admission, unless the 

sibling is in the final year of the school. A sibling must be a brother or sister, half-brother or half-sister, 
an adoptive brother or sister or a child of a parent/carer and in every case, living in the same house 
Monday to Friday.  
 

5. Children for whom it is their nearest school or academy.  
 

6. Children who live nearest to the school. The home to school distance will be measured. This refers to 
the measurement between the child’s home address point and the school address point as provided by 
Hertfordshire County Council’s system. Occasionally the last child place that can be offered may be to a 
child who is a twin or of a multiple birth. For the Nursery where the admission number has been 
reached, multiple birth siblings would be exempt from this ruling and all siblings will be offered a place 

http://www.hertfordshire.gov.uk/schoolappeals


in the Nursery. We apply these rules in the order they are printed above. If more children qualify under 
a particular rule than there are places available, we use a tiebreak by applying the next rule to those 
children. In the event that the school is oversubscribed, a continued interest list will be kept. There is 
no right of appeal for a Nursery place. 
 

Distance Measurements 
Hertfordshire County Council’s ‘straight line’ distance measurement system is used for all home to school 
distance measurements. Distances are measured using a computerised mapping system to two decimal 
places. The measurement is taken from the 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. 



Little Reddings Primary School 
Headteacher: Miss Carly Simmonds 

Harcourt Road                                                                                                                                                       www.littlereddings.org.uk                                                                              
Bushey                                                                                                                                                     admin@littlereddings.herts.sch.uk                                                                                                                    
Hertfordshire                                                                                                                                                                     Tel: 020 8950 5388                       
WD23 3PR                                                                                                                                                                         Fax: 020 8420 5485 
 
                           

‘Learning together, Respecting each other, Success for all’ 

 

                                  

 
Bushey St James Trust, a charitable company limited by guarantee, registered in England and Wales.  Company No: 7895684.  Registered office: Bushey Meads School, Coldharbour Lane, Bushey, Herts WD23 
4PA 

 
APPLICATION FOR A SCHOOL PLACE 

 
 
Child’s Full Name:………………………………………………..…………………………Date of Birth: ………………………………… 
 
Sex:   * Male/Female       Please delete as appropriate 
 
Full Address: ……………………………………………………………………………………………………………………………………... 
 
……………………………………………………………………………..………………………………..Post code: ………….…….……… 
 
Telephone No.: …………………………..…………  Email Address…………………………………………………….…………... 
 
Full Names of Parents/Guardians 
 
Mother: ……………………………………………………………………………………………. 
 
Address (if different from above): ……………………………………………......…………………………………………. 
 
Father : …………………………………………………………………………………………….. 
 
Address (if different from above) 
…………………………….………………………………………………………………………………… 
 
Names of any brothers or sisters who have attended this school, with dates 
 
Full Name:…………………………………………..………Dates of attendance From:……….…….To:……………………... 
 
Full Name:…………………………………………..………Dates of attendance From:……….…….To:……………………... 
 
Children of Staff 
 
Full Name of Staff Member:   ………………………………………………….Date of Employment:  ……………………… 
 
 
Signed : ………………………………………………………………….………….     Date : ………………………..………………... 
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Long Marston VA C of E Primary School 
Admission Policy Year of Entry 2019 

Reception Year 
 

 

INTRODUCTION 
 

Long Marston School is a Voluntary Aided Church of England School within the Diocese 

of St Albans. The governing body of the school is the admission authority.  The 

Governors will admit up to the admission number of 20 children into the reception year. 

The Governing Body is required to abide by the maximum limits for infant classes (5, 6 

and 7 year olds), ie 30 pupils per class.  

 

The Local Authority or LA, (Hertfordshire CC) 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. However offers will be made by the home LA. All applications must be made 

on the home LA common application form.  

 

The closing date for admission application forms to be received by the home Local 

Authority is 15 January 2019. 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.hertfordshire.gov.uk/admissions. 

 

 

HOW PLACES ARE OFFERED 
 

Children who have a statement of special educational needs or Education, Health and 

Care plan which names the school will be admitted to the school.   

 

In the event of there being more applications than available places, the following 

oversubscription criteria will be applied, in order. 

 

Rule 1  Children in care and children who were looked after, but ceased to be so 

because they were adopted (or became subject to a child arrangement 

order or a special guardianship order) 

 

 

Rule 2 Children who at the time of application have their home address within the 

villages of Long Marston, Wilstone, Gubblecote or Puttenham. 

http://www.hertfordshire.gov.uk/admissions
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Rule 3  Sibling: Children who have a sibling on the roll of the school at the time 

of application. 

This applies to reception through to Year 5. 

 In Year admissions: the sibling may be in the school’s final year as long 

as they will still be in attendance at the time of admission   

 

Rule 4  Children whose parents attend the Christian churches of Long Marston, 

Wilstone or Puttenham regularly. ‘Regularly’ means at least once per 

month for the six months prior to application. Written verification must be 

supplied to the school from the vicar or other clergy using the school’s 

Supplementary Information Form (SIF). 

 

Rule 5  Any other children. 

 

These rules are applied in the order they are printed above.  If more children qualify 

under a particular rule than there are places available, a tiebreak will be used by applying 

the next rule to those children. 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 logically this will be on the 

ground floor and therefore closer. If there are two identical addresses of separate 

applicants, the tie break will be random allocation 

 

Random allocation will be undertaken independently of the school by Hertfordshire 

County Council. Every child entered onto the county council’s admissions database has 

an individual random number assigned, between 1 and 1 million, against each preference 

school. When there is a need for a final tie break this random number is used to allocate 

the place, with the lowest number given priority. 

 

Long Marston School will use the same definitions and measuring system as 

Hertfordshire County Council’s as outlined in the ‘Definitions’ section below.  

 

Continuing interest (waiting) list for admission to reception  

After places have been offered, Hertfordshire County Council will maintain the school’s 

continuing interest (waiting) list. A child’s position on a CI list will be determined by the 

admission criteria outlined above and a child’s place on the list can change as other 

children join or leave it.  The county council will contact parents/carers if a vacancy 

becomes available and it can be offered to a child. 

 

In Year Admissions 

The school accepts In Year applications directly and maintains continuing interest lists 

for all year groups for the In Year application process. The school will write to you with 

the outcome of your application and, if you have been unsuccessful, the county council 

will write to you with registration details to enable you to login and appeal online at 

www.hertfordshire.gov.uk/schoolappeals.  

 
 

Fair Access  

The school participates in the county council’s Fair Access protocol and will admit 

children under this protocol before children on continuing interest. 

http://www.hertfordshire.gov.uk/schoolappeals
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Appeals  

Parents wishing to appeal who applied through Hertfordshire’s online system should log 

in to their online application and click on the link “register an appeal”. Out of county 

residents and paper applicants should call the Customer Service Centre on 0300 123 4043 

to request their registration detail, log into www.hertfordshire.gov.uk/schoolappeals and 

click on the link “log into the appeals system”. 

 

For In Year appeals please contact the school in the first instance. 

 

DEFINITIONS and EXPLANATORY NOTES 

The following definitions apply to terms used in the admissions criteria: 

 

Children in public care (Children looked after) 

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 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 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 1898) 

 

All children adopted from care who are of compulsory school age are eligible for 

admission under rule 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 

 

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 

 

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. 

 

Home address: 

The address provided must be the child’s current permanent address at the time of 

application. ‘At the time of application’ means the closing date for applications. 

http://www.hertfordshire.gov.uk/schoolappeals
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“Permanent” means that the child has lived at that address for at least a year and/or the 

family own the property or have a tenancy agreement for a minimum of 12 months. 

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. 

 

Fraudulent Applications 

The school, in liaison with Hertfordshire County Council, will do as much as possible to 

prevent applications being made from fraudulent addresses. Address evidence is 

frequently requested, monitored and checked and school places will be withdrawn when 

false information is deliberately provided.  

Action will be taken in the following circumstances: 

 When a child’s application address does not match the address of that child at 

their current school; 

 When a child lives at a different address to the applicant 

 When the applicant does not have parental responsibility 

 

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 

 When a child starts at the allocated school and their address is different from the 

address used at the time of application 

 

Definition of sibling: 

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. 

 

A sibling must be on the roll of the named school at the time the younger child starts. 

If a place is obtained for an older child using fraudulent information, there will be no 

sibling connection available to subsequent children from that family. 

 

*Children previously looked after are those children adopted or with a special 

guardianship order or child arrangements order. This definition was amended following a 

determination by the OSA in August 2014. 

**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. 
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Christian Church: 

The governors define a ‘Christian’ church to be one which is a member of Churches 

Together in England or the Evangelical Alliance. 

 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 

measurements for admission allocation purposes. Distances are measured using a 

computerised mapping system to two decimal places. The measurement is taken from the 

Address 

Base Premium address point of your child’s house to the address point of the school. 

Address Base Premium data is a nationally recognised method of identifying the location 

of schools and individual residences. 

 

Multiple births: 

The school will admit over the published admission number when a single twin/multiple 

birth child is allocated the last place at a school.  

 

Applications from Children* Over Seas 

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. 

 



 6 

Evidence submitted after the date for late applications can not be taken into account 

before National Allocation Day. Decisions on these applications will be made by a panel 

of senior officers 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. 

 

Age of Admission and Deferral of Places 

The school’s policy is that children born on and between 1 September 2014 and 31 

August 2015 would normally commence primary school in Reception in the academic 

year beginning in September 2019. The school provides 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 

individual school(s) to discuss their child’s requirements. 

 

Reception Intake and Summer Born Children 

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. Consideration will be given first and foremost to what is in the child’s best 

interests. Parents may submit any supporting evidence for consideration. Governors will 

also take into account the views of the Headteacher. 

 

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

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

offered. 

 

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. 

 

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 
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LONG MARSTON VA C of E PRIMARY SCHOOL 
SUPPLEMENTARY INFORMATION FORM (SIF)  

FOR THOSE CLAIMING A CHURCH PLACE 
 

Parents and Clergy are asked to complete and sign this form to assist the governors in ensuring 
that those most qualified for admission under Category 4 of the Long Marston VA C of E 
Primary School Admissions Policy are properly considered.  
 
The relevant criteria is as follows: 
 
Category 4 Children whose parents attend the Christian churches of Long Marston, Wilstone 

or Puttenham regularly.  ‘Regularly’ means at least once per month for the six 
months prior to the application. Written verification must be supplied to the 
school from the vicar or other clergy using the school’s Supplementary 
Information Form (SIF). 

 
To be completed by Parent/Carer 
 
Name of Child:_____________________________________________________________ 
 
Date of Birth:______________________________________________________________ 
 
Name of Parent or Carer:____________________________________________________ 
 
Permanent Home Address:___________________________________________________ 
 
_________________________________________________________________________ 
 
To be completed by Clergy 
 
Church Attended (please check box): 
 
Long Marston     Wilstone    Puttenham 
 
 
I confirm that the family of the child named above have regularly worshipped in the above 
church and I attach a letter detailing this.  
 
Clergy Signature:_________________________________________Date :____________ 
 
Clergy Name: ___________________________________________ 
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Admissions Policy 
 

Policy Statement: 
 
Longdean School is an inclusive multi cultural school where the aim is for every student to be able to say 
‘I am proud of who I am and what I have achieved today’.  We ensure that all students who are new to 
the school feel comfortable and supported whilst settling in. 
 

Secondary Transfer at 11+ 
 

 Longdean School’s standard admissions number agreed with Hertfordshire County Council is 
240. 

 The County Admissions Team are responsible for allocating places following the guidelines set 
out in the ‘Moving On’, the Secondary Transfer Booklet and the School uses the definitions, 
measurement system and tiebreak listed in appendices 1 and 2.  

 Rule 2 decisions will be made by the school governors or an admissions committee.  HCC will 
continue to make the decisions on behalf of the school subject to a small cost. 

 At transfer time parents wishing to appeal who applied on line should log into their online 
application and click on the link ‘register an appeal’.  For those who did not apply on line, please 
contact the Customer Service Centre on 0300 1234043 to request an appeal pack.   

 Longdean School is responsible for ensuring a smooth transfer from primary to secondary school.  
This is the responsibility of and is organised by the Director of Transition with support from a 
designated representative from the Special Educational Needs department and the Pastoral 
Manager for KS3. 

 

Casual Admissions (Years 7 – 11) 
 

 The standard number for Year 7 (240), Year 8 (240), Year 9 (238), Year 10 (230) and Year 11 (218) 

 The school will opt in to the co-ordinated system of in year admissions and the school will notify 
the local authority of all applications and their outcome, and will inform unsuccessful applicants 
of their right of appeal. The school will inform the LA of vacancies and numbers on roll. 

 The school will operate in accordance with the LAs Fair Access Protocol and children admitted 
under the FAP will take precedence to those on the school’s continuing interest list. 

 For in year applications parents wishing to appeal should contact the school directly in the first 
instance.  

 The Assistant Head (Curriculum) liaises with the Admissions Team and relevant staff within the 
school. 

 Once the correct paperwork has been received the Head of Year will organise and begin the 
induction process. 

 The integration process operates on the following lines: 
 

i. Director of House to contact parents to arrange a date for an initial interview. This 
interview could involve any of the following staff – Senior Leadership Team, Head of 
Year, relevant external agencies. 

ii. An induction morning will be arranged and will include – testing in English, Maths and 
Science and tour of the school, uniform, ICT access, options & SEN provision (if relevant), 
meet the form tutor.  During the morning the parents will also sign the Home School 
Agreement.  This will be retained in school. 

iii. The student will begin school on the nearest Monday.  For some students this may be on 
a reduced timetable or the student may be based for some or all of the time in The 
Education Centre. 

iv. After a full timetable cycle has been completed the Pastoral Manager will contact the 
parents and report on how the student has settled in. 
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v. A review meeting of progress may take place after four weeks if this is felt necessary.  
This meeting will involve the parents, school representative and any relevant external 
agencies. 

 
 

Entry into the sixth form. 
 
Longdean’s published admissions number for external students coming into the sixth form is 50. 
Application for the sixth is via the Longdean Learning Platform for Longdean students and by application 
form for external students. 
 

 Entry level 3 is dependent on the student attaining 5 or more GCSE or equivalents at grade C/5 
or above. 
 

 Entry at level 2 is dependent on the student attaining 5 or more GCSE or equivalents at grade E/3 
or more. 
 

Places in the sixth form are allocated by the Assistant Head responsible for sixth form and curriculum 
based on the criteria set out in appendix 1, based upon the definitions in Appendix 2: 
 

Appendix 1 
 
If there are fewer applications than places available at a school all applicants will be admitted. If there 
are more applications than places available, the criteria outlined below will be used to prioritise 
applications 
 
Oversubscription criteria. 
 
Rule 1. Children looked after and children who were previously looked after, but ceased to be 

so. 
 

Rule 2. Medical or Social  
Children for whom it can be demonstrated that they have a particular medical or social 
need to go to the school* 
A panel of officers will determine whether the evidence provided is sufficiently compelling 
to meet the requirements for this rule. The evidence must relate specifically to the school 
applied for under Rule 2 and must clearly demonstrate why it is the only school that can 
meet the child’s needs.   

 
Rule 3.  Sibling 

Children who have a sibling at the school at the time of application, unless the sibling is 
in the last year of the normal age-range of the school*. 

 Note: the ‘normal age range’ is the designated range for which the school provides, for 
example years 7 to 11 in an 11-16 secondary school, Years 7 to 13 in an 11-18 school. 

 
Rule 4. Children who live in the priority area for whom it is their nearest* Hertfordshire 

maintained school or academy that is non-faith, co-educational and non-partially 
selective.  
Note: non-partially selective means that the school does not offer any places on 
academic ability. 

 
Rule 5. Children who live in the priority area who live nearest the school. 
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Rule 6. Children living outside the priority area on the basis of distance, with those living nearest 
to the school given priority. 

 
The rules are applied in the order they are printed above. If more children qualify under the particular 
rule than there are places available, a tie break will be used by applying the next rule to those children. 
 
Tie break 
 
When there is a need for a tie break where two addresses are the same distance from the school, both 
applicants will be accepted. 
 
 

Definitions and Explanatory notes for the admission arrangements for Longdean School for 
2018/19 

 
The following definitions apply to terms used in the admissions criteria: 
 
Rule 1: Children looked after (in public care) and children who were looked after, but ceased to be so 
because they were adopted (or became subject to a child arrangement order1 or a special guardianship 
order2) 
 
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 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 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). 
 

All children adopted from care who are of compulsory school age are eligible for admission under rule 13. 
 
 
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 
arrangements 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 arrangement 
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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Rule 2: Children for whom it can be demonstrated that they have a particular medical or social 
need to go to the school: 
 
Rule 2 applications will only be considered at the time of the initial application, unless there has been a 
significant and exceptional change of circumstances within the family since the initial application was 
submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse social and medical 
needs. However in a few very exceptional cases, there are reasons why a child has to go to one specific 
school. 
 
Few applications under Rule 2 are agreed. 
 
All applications are considered individually but a successful application should include the following: 
 

a. Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or 

 
b. Professional evidence that outlines exceptional family circumstances making clear why 

only one school can meet the child’s needs 
 

c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 

 
d. For medical cases – a clear explanation of why the child’s severity of illness or disability 

makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate.  
 
Applications under Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example, a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only one named school can meet the social/medical needs of the 
child. 
 
Applications for children previously ‘looked after’ but not meeting the specific criteria outlined in Rule 1, 
may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
 
www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf 
 

Definition of sibling 
 
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 after1, and in every case living 
permanently 2 in a placement within the home as part of the family household from Monday to Friday at 
the time of the application. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 
 
If a place is obtained for an older child using fraudulent information, there will be no sibling connection 
available to subsequent children from that family. 

http://www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf
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Multiple births 
 
Hertfordshire County Council (HCC), as the admission authority will admit over the school’s published 
admission number when a single twin/multiple birth child is allocated the last place at a school. 
 
 

Home address 
 
The address provided must be the child’s current permanent address at the time of application. ‘At the 
time of application’ means the closing date for applications. “Permanent” means that the child has lived 
at that address for at least a year and/or the family own the property or have a tenancy agreement for a 
minimum of 12 months. 
 
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 Tax 
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. 
 
Fraudulent applications: 
 
Hertfordshire County Council, will do as much as possible to prevent applications being made from 
fraudulent addresses.  
 
Address evidence is frequently requested, monitored and checked and school places will be withdrawn 
when false information is deliberately provided. Action will be taken in the following circumstances: 
 

• When a child’s application address does not match the address of that child at their current 
school; 
 
• When a child lives at a different address to the applicant 
 
• When the applicant does not have parental responsibility 
 
• When a family move shortly after the closing date of applications when one or more of the 
following applies: 
 

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

o  The family has returned to an existing property 
 
o  The family lived in rented accommodation for a short period of time (anything 

less than a year) over the application period 
 

o  Council tax information shows a different residence at the time of application 
 

• When a child starts at the allocated school and their address is different from the address used 
at the time of application 
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Home to school distance measurement for purposes of admissions 
 
A ‘straight line’ distance measurement is used for all home to school distance measurements for 
admission allocation purposes. 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. 
 

Definition of “nearest school” for secondary and upper admissions 
 
For coeducational community schools, the “nearest school” definition for rule 4 is the “nearest school” is 
the nearest Hertfordshire maintained non-faith, coeducational, and non-partially selective . 
 

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. 
 
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 and Secondary 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.  
 
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 a panel of county council officers 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.  
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*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.* 

 
 

Children Out of Year Group 
 
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”. 
 
For community and voluntary controlled schools, the county council as the relevant admission authority, 
through a panel process, will decide whether the application will be accepted on the basis of the 
information submitted. The panel make decisions based upon the circumstances of each case including 
the view of parents, the relevant 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. 
 
The governing body of schools responsible for their own admissions (academies, voluntary aided and 
foundation schools) are ultimately responsible for making this decision for applications made to their 
school. 
 
 



LORETO COLLEGE 
PROPOSED ADMISSIONS CRITERIA SEPTEMBER 2019 

TO BE USED IN THE EVENT OF OVERSUBSCRIPTION IN YEARS 7 - 11 
 

As a Catholic school in the trusteeship of the Institute of the Blessed Virgin Mary, we aim to provide a 
Catholic education for all our pupils based on the vision and values of Mary Ward. 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 be 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.   
 
Priority 1 Baptised Catholic looked-after girls and previously looked after girls who have been 

adopted (or subject to Child Arrangement Orders or special guardianship orders) 
immediately following having been looked after. 

 
Priority 2 Baptised Catholic Girls with a Certificate of Catholic Practice with a sibling who is, or was, a 

pupil at the school. 
 
Priority 3 Baptised Catholic Girls with a Certificate of Catholic Practice who have a compelling social 

or medical reason for attending the school which is demonstrated by written evidence from 
a doctor, social worker, or other suitably qualified professional person. 

 
Priority 4 Baptised Catholic girls with a Certificate of Catholic Practice who attend the following 

primary schools in the city and district of St Albans:  St Adrian’s; St Alban and Stephen; St 
John Fisher; St Bernadettes, London Colney. 

 
Priority 5 Baptised Catholic girls with a Certificate of Catholic Practice who attend one of the feeder 

schools listed below at the time of application.  In applying this priority the Governors will, 
provided there are sufficient applicants, allocate places so that the total number of places 
for each school, including those allocated under earlier priorities, is as indicated: 

 
 (i) Sacred Heart, Bushey   5 places 
 (ii) St Teresa’s, Borehamwood   8 places 
 (iii) St Joseph’s, Hendon   8 places 
 (iv) St Vincent’s, Mill Hill 11 places 
 (v) St Joseph’s, Luton   7 places 
 (vi) St Philip Howard, Hatfield   4 places 
 (vii) Our Lady, Welwyn Garden City   4 places 
 (viii) Pope Paul, Potters Bar   5 places 
 (ix) Sacred Heart, Whetstone   5 places 
 (x) St Robert Southwell, Kingsbury   4 places 
 (xi) Our Lady of Lourdes, New Southgate   4 places 
 (xii) St Catherine’s, Barnet   4 places 
 (xiii) St Theresa’s, Finchley   4 places 
 

In the event of there being insufficient places to meet the total required for this list the 
number for all schools listed will be reduced by one.   

 
Priority 6 Baptised Catholic Girls with a Certificate of Catholic Practice including those who met 

Priority 5, but did not get a place. 
 
Priority 7 Baptised Catholic Girls. 
 
Priority 8  Looked-after girls and previously looked after girls who have been adopted (or subject to 

Child Arrangement Orders or special guardianship orders) immediately following having 
been looked after. 

 
Priority 9 Any girls with a sibling who is, or was, a pupil at the school. 
 
Priority 10 Any other girl. 
 
In the event of oversubscription within any of the above priorities the available places will be offered to 
those applicants living nearest to the school, see note (j) for details. 
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Explanatory Notes 
 
(a) The school’s Published Admission Number (PAN) is 160 and the Governors aim to admit this  

number each year. 
 
(b) Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 

admit children with a statement of special educational need that names the school.  Statements 
are now being replaced by EHC (Education, Health and Care) Plans and girls who have an EHC 
Plan will be given priority over those considered under these criteria. 

 
(c) Places are allocated to looked after girls according to Chapter 7, Section 2 of the School 

Admissions (Admission Arrangements and Co-ordination of Admission Arrangements) (England) 
Regulations 2012.  Baptised Catholic looked-after girls will be prioritised under Priority 1, all other 
looked-after girls will be prioritised under Priority 8.  The same priority will also be given to girls 
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. 

 
The following definitions shall apply: 

 
A looked after girl is a girl 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). 
 

All Baptised Catholic children adopted from care who are of compulsory school age are eligible 
for admission under Priority 1, all other children adopted from care who are of compulsory school 
age are eligible for admission under Priority 8. 

 
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 

 
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 

 
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 Priority 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 Priority 1 or 
8. Applications made for these children, with suitable supporting professional evidence, can be 
considered under Priority 3 (if Baptised Catholic). 

 
(d) Parents must complete the Local Authority Application form (the online application system can 

be accessed at www.hertfordshire.gov.uk/admissions).  Parents should also complete the 
Governors Supplementary Information Form (Loreto Form A).  This form is available from the 
school office or via the website www.loreto.herts.sch.uk/admissions/secondary-transfers/ 

 
 Both these forms will supply the necessary information to establish eligibility under the criteria. 
 
(e) Applications under Priority 3 will be considered by the Governors Admissions Committee on the 

basis of the information submitted. 
 
(f) ‘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 this includes a looked-after child who is part of a Catholic family 
where a priest’s certificate 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). 
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(g) Applicants applying under priorities 2, 3, 4, 5 and 6 must submit a Certificate of Catholic Practice 

(CCP).  Certificate of Catholic Practice’ means a certificate issued by the family’s parish priest (or 
the priest in charge of the church where the family attends Mass) in the form laid down by the 
Bishops’ Conference of England and Wales. It will be issued if the priest is satisfied that at least 
one Catholic parent or carer (along with the child, if he or she is over seven years old) have 
(except when it was impossible to do so) attended Mass on Sundays and holy days of obligation 
for at least five years (or, in the case of the child, since the age of seven, if shorter). It will also be 
issued when the practice has been continuous since being received into the Church if that 
occurred less than five years ago. It is expected that most Certificates will be issued on the basis 
of attendance. A Certificate may also be issued by the priest when attendance is interrupted by 
exceptional circumstances which excuse from the obligation to attend on that occasion or 
occasions. Further details of these circumstances can be found in the guidance issued to priests 
http://rcdow.org.uk/education/governors/admissions/ 

 
(h) 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. 

 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 

 
(i) In the event of oversubscription in any of the priorities distance, using the home school  

measurement system used by Hertfordshire County Council will be used as the tie break.  
Hertfordshire County Council’s ‘straight line’ distance measurement system is used for all 
home to school distance measurements. Distances are measured using a computerised 
mapping system to two decimal places. The measurement is taken from the 
AddressBasePremium 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. In the event of two or more girls having identical distances 
the Governors, as the admitting authority, will admit above the published admission number.  
However, no further places will be allocated from the continuing interest list until the total number 
falls below the published admission number. 

 
(j) In the case of multiple births the Governors, as the admitting authority, will admit over the  

school’s published admission number when a single twin/multiple birth child is allocated the last 
place at the school.  However, no further places will be allocated from the continuing interest list 
until the total number falls below the published admission number. 

 
(k) Parents not offered a place under these criteria may ask to be included on the school’s 

Continuing Interest list which will continue to operate until the end of Year 9.  Any place(s) which 
become available after the National Offer Day will be offered to the girl(s) highest on the 
Continuing Interest list in accordance with the current admission criteria, excepting that schools 
listed in Priority 6 will not continue to have reserved places.  The Hertfordshire County Council 
measurement system will continue to be used. 
 

(l) 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 governor’s decision 
will be based upon the circumstances of each case including the view of parents, the 
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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. 

 
(m) Loreto College is part of the In-Year Applications scheme co-ordinated by Hertfordshire County  

Council and details of the system can be found in their published literature.  In-Year applications 
must be made to Hertfordshire County Council (the online application system can be accessed 
at www.hertfordshire.gov.uk/inyear).   Parents are also required to complete the Governors 
Supplementary Information Form (Loreto Form A) in order to supply the necessary information to 
establish eligibility under the criteria.   
 
The county council will write to you with the outcome of your application and, if you have been 
unsuccessful, will include registration details to enable you to login and appeal online 
at www.hertfordshire.gov.uk/schoolappeals. 
 

(n) When considering In-Year Applications Loreto College will comply with the Hertfordshire  
County Council Fair Access Protocols, details of which can be found in their published literature.  
Children admitted under HCC’s Fair Access Protocol will be prioritised before children on 
Continuing Interest and can be admitted over PAN. 

 
(o) Parents have the right to appeal against non-admission.  Parents wishing to appeal who applied 

through Hertfordshire’s online system should log in to their online application and click on the link 
“register an appeal”. Out of county residents and paper applicants should call the Customer 
Service Centre on 0300 123 4043 to request their registration details and log 
into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals system”. 
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LORETO COLLEGE  
 

SIXTH FORM - OVERSUBSCRIPTION CRITERIA 
 
The Sixth Form at Loreto St Albans is coeducational and we welcome applications from 
female and male students.  Places will be made available to all current students at the 
school who meet the entry requirements.  We also have a Published Admission Number 
(PAN) of 40 for entry into the Sixth Form.  The Governors will therefore admit up to this 
number of external applicants who meet the entry requirements.  Should the number of 
external applicants exceed 40 the Governors will use the oversubscription criteria to decide 
who is offered a place. 
 
Entry Requirements: 
 
To embark on a course of three A Level examinations, you will normally have at least 
five GCSE passes, including English and Maths, at grade 5 or above.   
 
You should aim to have a minimum grade 6 at GCSE for those subjects that you wish to 
study at Advanced Level. 
 
Oversubscription Criteria: 
 
Priority 1 Looked-after applicants (in public care) and previously looked after applicants 

who have been adopted (or subject to Child Arrangement Orders or special 
guardianship orders) immediately following having been looked after. 

 
Priority 2 Applicants with a sibling who is, or was, a pupil at the school. 
 
Priority 3 Baptised Catholic applicants. 
 
Priority 4 All other applicants. 
 
In the event of oversubscription within any of the above priorities the available places will be 
offered to those applicants living nearest to the school, using the home school measurement 
system used by Hertfordshire County Council will be used as the tie break.  Hertfordshire 
County Council’s ‘straight line’ distance measurement system is used for 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. In the event of two or applicants having identical distances the Governors, as 
the admitting authority, will admit above the published admission number.  However, no 
further places will be allocated from the continuing interest list until the total number falls 
below the published admission number. 
 
Parents not offered a place under these criteria may ask to be included on the school’s 
Continuing Interest list. 
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     LORETO COLLEGE       Form A 
 
Governor’s Supplementary Information Form 
 
Details of girl for whom admission is sought 
 
  
 Full Name   
 
 
 Address     
 Including Post Code 
 
 
 
 
 
  
 Telephone Number 
 
 
 Date of Birth 
 
  

If the applicant currently attends one of the schools listed in Priority 4 or 6 of the Loreto 
Admission Criteria please show the name and address of the school below 
 
 
 
 
 
 

 
 
 
 
Details of siblings who previously attended Loreto College (St Albans) 
 
Name(s) and Dates of 
Attendance: 
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Compelling Social or Medical Reasons 
 
Give brief details    
 
 
 
 
 
 
 
     

 
 
NB Written evidence from an appropriate professional must be provided 

 
Declaration 
 
I/We declare that I am/we are the parent(s) or legal guardian(s) of the girl named in this 
application and that the information given is true and complete. 

 
 
Name(s)  
 
 
Signature(s)     
 
 
Date 
 
 

 
NB Any place offered on the basis of information supplied on this form will be withdrawn if the 
information is subsequently found to be untrue. 
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
Notes on completion of Loreto Form A (Supplementary Information Form) 

 
1. Loreto is part of the Hertfordshire Local Authority Coordinated scheme which operates in conjunction with other local 

authorities.  If you live in Hertfordshire then you must also complete the Local Authority application in accordance with 
the moving Moving On booklet.  Parents from outside Hertfordshire must also complete the application for their own 
relevant local authority.  Application to the local authority must be made by the due date of Wednesday 31st October 
2018.  

2. Loreto Form A should be returned to The PA to the Leadership Team (Admissions), Loreto College, Hatfield Road, St 
Albans, Herts, AL1 3RQ, by the due date (Wednesday 31st October 2018).  A copy of the girl’s Baptismal 
Certificate will also be required if applicable. 

3. The Certificate of Catholic Practice (in the standard format laid down by Westminster Diocese) should be returned by 
to The PA to the Leadership Team (Admissions, Loreto College, Hatfield Road, St Albans, Herts, AL1 3RQ, by the 
due date (Wednesday 31st October 2018).   

4. Late submission of the local authority application may result in the applicant not being considered for a place until all 
timely applicants have been allocated a place. 

5. Late submission of the Loreto forms, or failure to include copies of the Certificate of Catholic Practice or Baptismal 
Certificate, may result in the Governors not having the proper information to establish the correct priority for the 
applicant.  In such a case the applicant could be considered under a lower priority. 

 

 

 

 

 



 

 

 

 

 

 

 
PRELIMINARY APPLICATION FORM FOR A SIXTH FORM PLACE AT 

LORETO COLLEGE FOR SEPTEMBER 2019 
 

PLEASE COMPLETE THE RELEVANT SECTIONS OF THIS APPLICATION FORM 
  
 SECTION A 

STUDENT NAME: 
 
 

ADDRESS: 

 
 
 
 

TELPHONE NUMBERS: 

 
 

HOME 

 
 

MOBILE 

RELIGION: 
 
 

DATE OF BIRTH: 
 
 

 
 
 *SECTION B (EXTERNAL APPLICANTS ONLY) 

CURRENT SCHOOL NAME: 
 

 
 

PUPIL UCI NO.: 
 

 

ADDRESS: 
 

 
 
 
 

TELEPHONE NUMBER:  
 

NAME OF HEADTEACHER:  
 

NAME OF CONTACT PERSON FOR 
ACADEMIC REFERENCE: 

 
 

  
 
SECTION C: The following courses will be available at Loreto, subject to student demand. You should write your choices in the 
boxes overleaf:- 

 

 Art [Fine] 

 Biology 

 BTEC National Level 3 
Diploma - Business 

 Business Studies 

 Chemistry 

 Classical Civilisation 

 

 English Literature 

 Drama and Theatre Studies 

 French 

 Further Mathematics  

 Geography 

 German 

 History  

 Latin  
 

 

 Mathematics 

 Music 

 Religious Studies 

 Physical Education 

 Physics 

 Psychology 

 Sociology 

 
 
 



The following courses are available within the consortium.  Availability of courses will depend on student demand and 
timetabling constraints.  You may choose ONE of these:- 
 

Film Studies Economics Media Studies 
Photography Government & Politics Computer Science 

 SECTION D – subjects to be taken at GCSE 

 SUBJECT  SUBJECT 

1  6  

2  7  

3  8  

4  9  

5  10  

  
PLEASE COMPLETE THE SECTION BELOW – Note that you can choose only ONE subject in a consortium school  

 
The following are the THREE A-Level subjects I am initially interested in studying in the Sixth Form.   
Please list in order of Priority. 

PRIORITY SUBJECT HEAD OF DEPT SIGNATURE 

1 
  

2 
  

3 
  

 
OR (PLEASE TICK IF APPROPRIATE):- 
 
I would like to follow:- 
BTEC National  Level 3 Business Diploma, to be studied in conjunction with 
ONE A-Level subject 
 
This combination is equivalent to studying 2 A Level subjects and you should indicate a third A Level subject you would like to 
study here:- 
A Level:___________________________  Head of Department Signature: _____________________ . 
 
You may indicate here one subject that you would like to study that is not currently available in the A-Level Blocks. 
I would like to study Subject: ___________________________ 
 
SECTION E: Reasons for wanting to study at Loreto College.  Please include any relevant information to support your 
application, both academic and extra-curricular. (You may continue on a separate sheet if necessary):- 
 

 
 
 
 
 
 
 
 
 

If offered a place, I agree to support the Catholic ethos during my Sixth Form career. 
Signature of student:  Date:  

    
Signature of Parent/Carer:  Date:  

 
PLEASE RETURN THIS FORM BY MONDAY, 3

RD
 DECEMBER 2018 TO:- 

 
Miss N Ross  
Head of Sixth Form 
Loreto College Hatfield Road St Albans Hertfordshire AL1 3RQ 

 
Telephone Number: 01727 856206 
 
Email: tbray@loreto.herts.sch.uk  

 

YES NO 

  

mailto:tbray@loreto.herts.sch.uk


Determined admission arrangements for Mandeville Primary School for 
2019/20 
 
 
The schools published admission number will be 60 
 
Section 324 of the Education Act 1996 requires the governing bodies of all 
maintained schools to admit a child with a statement of special educational needs 
that names their school. 
 
If there are fewer applications than places available at a school all applicants will be 
admitted. If there are more applications than places available, the criteria outlines below 
will be used to prioritise applications.  
 
Rule 1  Children in public care (children looked after) and 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). 

 
Rule 2  Medical or Social: Children for whom it can be demonstrated that they have 

a particular medical or social need to go to the school. 
The school governors will determine whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule. The evidence 
must relate specifically to the school applied for under Rule 2 and must 
clearly demonstrate why it is the only school that can meet the child’s needs. 

 
Rule 3  Sibling: Children who have a sibling on the roll of the school or linked 

school at the time of application. 
This applies to reception through to Year 5. 
 
In Year admissions: the sibling may be in the school’s final year as long as 

they will still be in attendance at the time of admission.  
. 

Rule 4  Nearest School: Children for whom it is their nearest community or 
voluntary-controlled school or an own admitting school or academy using 
Hertfordshire’s admission rules. 
 

Rule 5  Distance: Children who live nearest to the school. 
If your child does not qualify under Rule 4, they will be considered 
under Rule 5. 

 
These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children. 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 logically this will be on the ground floor and therefore closer. If there are two 
identical addresses of separate applicants, the tiebreak will be random. 

 
 
 
 
 
 



 
Home to school distance measurement for purposes of admissions  
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. 
 

In Year Admissions 
Mandeville Primary School is not part of the county council’s coordinated In Year 
admissions scheme. Application forms can be obtained directly from the school by calling 
01727 774098.  
 
Summer Born Children 

The Governing Body will consider applications for summer born children for deferred entry 
into Reception. Discretion remains with the Governing Body. 
 
Children Educated Out of Year Group 

Only in extremely exceptional circumstances will a child be considered to be educated out 
of their year group. Discretion remains with the Head Teacher.  
  
Fair Access  

The school participates in the county council’s Fair Access protocol and will admit children 
under this protocol before children on continuing interest. 
 
Twins 

If a twin or multiple birth child is allocated the final place available, the school will also offer 
places to the other twin/multiple birth children. 
 
Appeals   

At transfer time parents wishing to appeal who applied on line should log into their online 
application and click  on the link 'register an appeal '.For those who did not apply on line, 
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 
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 Manor Fields Primary School Proposed Arrangements 2019/20 
 
The schools published admission number will be 60. 
 

Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to 
admit a child with a statement of special educational needs that names their school. 
Schools must 
also admit children with an EHC (Education, Health and Care) Plan that names the 
school. 
 

If there are fewer applications than places available at a school all applicants will be 
admitted. 
If there are more applications than places available, the criteria outlined below will be 
used to 
prioritise applications. 
 

Oversubscription criteria 
 

Rule 1: Children looked after and children who were previously looked after, but ceased 
to be 
so because they were adopted (or became subject to a child arrangements order or a 
special 
guardianship order)*. 
 
Rule 2: Medical or Social  
Children for whom it can be demonstrated that they have a particular medical or social 
need to go to the school. A panel of officers convened by HCC will determine whether 
the evidence provided is sufficiently compelling to meet the requirements for this rule. 
The evidence must relate specifically to the school applied for under Rule 2 and must 
clearly demonstrate why it is the only school that can meet the child’s needs 
 
 Rule 3: Sibling 
Children who have a sibling on the roll of the school or linked school at the time of 
application*. This applies to reception through to Year 5.  
 
Rule 4: Nearest School 
Children for whom it is their nearest school or academy. This includes all schools except 
those which allocate places on the basis of faith 
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Rule 5: Distance 
Children who live nearest to the school. 
 

Children not considered under rule 4 will be considered under rule 5. 
 

Hertfordshire County CounciI’s ‘straight line’ distance measurement system is used for 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. 
These rules are applied in the order they are printed above. If more children qualify 
under a 
particular rule than there are places available, a tie break will be used by applying the next 
rule to 
those children. 
 

Tie Break 
When there is a need for a tie break where two different addresses are 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 logically this will be on the ground floor and therefore closer. If there are two 
identical addresses of separate applicants, the tie break will be random. Every child 
entered 
onto the HCC admissions database has an individual random number assigned, between 
1 and 
1 million, against each preference school. When there is a need for a final tie break the 
random 
number is used to allocate the place, with the lowest number given priority. 
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Notes and definitions 
Rule 1: Children looked after and children who were previously looked after, but ceased 
to be so 
because they were adopted (or became subject to a child arrangements order‘ or a special 
guardianship order’) 
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 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 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) 
All children adopted from care who are of compulsory school age are eligible for 
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admission under 
rule 1. 
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. 
 

  
Rule 2: Children for whom it can be demonstrated that they have a particular medical or 
social need to go to the school. 

 Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the family 
since the initial application was submitted. All schools in Hertfordshire have experience in 
dealing with children with diverse social and medical needs. However in a few very 
exceptional cases, there are reasons why a child has to go to one specific school. Few 
applications under Rule 2 are agreed. All applications are considered individually but a 
successful application should include the following: a. Specific recent professional 
evidence that justifies why only one school can meet a child's individual needs, and/or  
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b .Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child's needs.  

c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate. 

d. For medical cases — a clear explanation of why the child's severity of illness or disability 
makes attendance at only a specific school essential. Evidence should make clear why only 
one school is appropriate. Applications under Rule 2 can only be considered when 
supported by a recent letter from a professional involved with the child or family, for 
example a doctor, psychologist or police officer. The supporting evidence needs to 
demonstrate why only one named school can meet the social/medical needs of the child. 
Applications for children previously “looked after’ but not meeting the specific criteria 
outlined in Rule 1, may be made under this rule. Further details on the Rule 2 process 
can be found at https://www.hertfordshire.gov.uk/media-library/documents/schools-and-
education/admissions/admissions-rule-2-process-document.pdf 

Rule 3 Definition of sibling 
For applications to schools using Hertfordshire County Council's admission criteria, 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. 
A sibling must be on the roll of the named school at the time the younger child starts or 
have 
been offered and accepted a place. 
If a place is obtained for an older child using fraudulent information, there will be no 
sibling 
connection available to subsequent children from that family. 
‘ Children previously looked after are those children adopted or with a special 
guardianship order 
or child arrangements order. This definition was amended following a determination by 
the OSA 
in August 2014. 
 

2 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 
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child in a respite placement or very short term or bridging foster placement. 
 

Rule 4: Nearest School The definition of “nearest school” includes all schools and 
academies (regardless of status) unless that school or academy prioritises applications and 
allocates places on the basis of faith. 

 

Multiple births 
The school will admit over the school's published admission number when a single 
twin/multiple 
birth child is allocated the last place at a school.  

 

Continuing Interest 
After places have been offered, the school will maintain a continuing interest (waiting) list 
.A 
child's position on a Cl list will be determined by the admission criteria outlined above 
and a 
child's place on the list can change as other children join or leave it. The county council 
will 
contact parents/carers if a vacancy becomes available and it can be offered to a child. 
Continuing 
interest lists will be maintained for every year group until the summer term (date to be 
confirmed). 
To retain a Cl application after this time, parents must make an In Year application. 
 

Fair Access 
The school will admit children under the Fair Access Protocol before those on continuing 
interest, and over the Published Admission Number (PAN) if required. 
 

In Year Admissions 
The school will remain part of the county council‘s coordinated In Year admissions 
scheme. 
Application forms can be accessed via www.hertfordshire.gov.uk or from the Customer 
Service 
Centre, 0300 123 4043. Parents should return the application form direct to the County 
Council 
(address on the form) 
 
Home address 
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The address provided must be the child's current permanent address at the time of 
application. ‘At 
the time of application’ means the closing date for applications. “Permanent” means that 
the child 
has lived at that address for at least a year and/or the family own the property or have a 
tenancy 
agreement for a minimum of 12 months. 
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. 
If two different applications are received for the same child from the same address, e.g. 
containing 
different preferences, the application from the parent in receipt of child benefit will be 
processed if the applications cannot be reconciled. 
 

Home to school distance measurement for purposes of admissions 
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. 
 

Age of Admission and Deferral of Places 
Hertfordshire County Council's policy is that children born on and between 1 September 
2014 and 31 August 2015* would normally commence primary school in Reception in 
the academic year beginning in September 2019. 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 
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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 
individual 
school(s) to discuss their child's requirements. 
 

 

*Summer born children (1st April - 31st August) — Entry to Reception 
Legally, a child does not have to start school until the start of the term following their fifth 
birthday. 
Children born between 1 April 2015 and 31 August 2015 are categorised as “summer 
born" and if 
parents/carers do not believe that their summer born child is ready to join Reception in 
2019 they 
should contact the home LA, and any own admission authority schools, for guidance 
before 
making an application. 
Summer born applications that are delayed for a year (for entry in September 2020) will 
be 
processed in exactly the same way as all other reception applications received at that time; 
there 
is no guarantee that a place will be offered at a child's preferred school. 
If parents wish to delay their application for a Reception place they are advised to discuss 
their 
child's needs/development with their current early years or nursery provider. If parents 
wish their 
child to remain in their existing nursery school or class for a further year (rather than 
moving into 
the Reception year group) they must let their current school know before the end of the 
Spring 
term in 2019 (before the Easter break). 
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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, as the relevant admission authority, through a panel process, will decide 
whether the application will be accepted on the basis of the information submitted. The 
panel make decisions based upon the circumstances of each case including the view of 
parents, the relevant headteacher(s), 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 individual schools. 
 

 Nursery Provision 
  

The admission arrangements detailed in this document do not apply for those being 
admitted into 
our Nursery. Parents of children who are admitted to a nursery provision at a school must 
apply in the normal way for a place at the school if they want their child to transfer to the 
reception class. Attendance at the nursery does not guarantee admission to the school. 
 

Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log 
in to their 
online application and click on the link “register an appeal". Out of county residents and 
paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their 
registration 
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details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into 
the 
appeals system. 
 

In Year Appeals 
The county council will write to you with the outcome of your application and, if you have 
been 
unsuccessful, will include registration details to enable you to login and appeal online at 
www.hertfordshiregov.uk/schoolappeals 
 
 
 
The closing date for Reception applications is 15th January 2019. All the published 
information and the application form are available at 
www.hertfordshire.gov.uk/admissions 
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The Marlborough Science Academy Ltd - Watling Street - St Albans – Hertfordshire - AL1 2QA 
Tel: 01727 856 874        Fax: 01727 855 285    Email: admin@marlborough.herts.sch.uk 
www.themarlboroughscienceacademy.co.uk       Headteacher: Ms A Thomson BA, NPQH 
The Marlborough Science Academy is a registered charity and company limited by guarantee - Company No: 08003969

Admission of Students Policy 2019/20 

Ethos 
The Marlborough Science Academy is an 11-18 mixed comprehensive Academy committed to an inclusive 
education for all learners. 

General 
The Governors will, where considered appropriate, consult with parents about admission arrangements. 
They will also establish arrangements for appeals against non-admission.  Details of admissions and 
appeals arrangements will be published each year.  The County Application form (CAF) and the 
Academy’s Supplementary Information Form (SIF) should be returned by the date given in the ‘Moving 
On’ booklet for the academic year. 

The Governors will annually review their arrangements in discussion with representatives of the Local 
Authority. 

In-Year Admissions 
If there are more applications than places, in year admissions will be considered using the admission rules. 

Year 7 Admission Rules 
Students will be admitted in accordance with our Single Equality Policy. 
The admissions number for September 2019 is 212.  If fewer applications are received than places available 
all applicants will be offered a place.  If more applications are received than places available the following 
oversubscription will be used to prioritise applications. 

The Academy will admit any pupils who have a statement of special educational needs or Educational 
Health Plan that names The Marlborough Science Academy.   

Order of Priority 

1. Students who are in public care or were previously in public care (children looked after or children
previously looked after who ceased to be looked after because they were adopted or became subject
to a child arrangements order or special guardianship order)1

2. Students for whom it can be demonstrated that they have a particular medical or social need to go
to the Academy 2

3. Students who have a sibling on the roll of the Academy at the time of admission.3

4. Children of Staff4

5. Students whose permanent address is closest to the Academy address point*5
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NOTES 
• 1 All schools must have oversubscription criteria for each ‘relevant age group’ and the highest 

priority must be given, unless otherwise provided in this Code, to looked after children and all 
after, but ceased to be so because they were adopted (or became subject to a child arrangements 
order or special guardianship orders) immediately following having been looked after.  
Oversubscription criteria must then be applied to all other applicants in the order set out in the 
arrangements.  Residence Orders have been replaced by Child Arrangement Orders.  
The full legal definition can be found in HCC’s definitions available online 
at www.hertsdirect.org/docs/pdf/admissions/defs19/20.pdf 

• 2 All professional evidence supporting the medical/or social application must be sent to the school. 
• 3 Children who have a sibling on role of the school or linked school at the time of admission.  The 

purpose of these rules mean the sister, brother, half-brother or sister, adopted brother or sister, a 
child looked after or previously looked after, or child of the parent or partner and in every case 
living permanently in a placement within the home as part of the family from Monday to Friday at 
the time of this admission. 
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.” 

• 4 Children of members of staff who have been employed at the school on a permanent contract, for 
two or more years at the time at which the application is made whether full time or part time, 
teaching or educational support staff.  For the purpose to this rule a child of a member of staff is 
defined as:  he or she is the child’s natural mother, natural father or has demonstrable legal parental 
responsibility for which evidence is provided and lives at the same address as the staff member.  
Children of a member of staff recruited to fill a vacant post for which there is demonstrable 
shortage 

• 5 Distance from The Marlborough Science Academy will be measured using the straight line 
distance measurement provided by Hertfordshire County Council’s GIS System as outlined in the 
‘Moving On’ booklet/Under 11’s Publications to the academy address point. Distances are measured 
using a computerised mapping system to two decimal places. The measurement is taken from the 
Address Base Premium address point of your child’s house to the address point of the school. 
Address Base Premium data is a nationally recognised method of identifying the location of schools 
and individual residences. * 

Tie Break 
In each category, priority will be given to those living nearest the Academy measured in a straight line   
from the student’s permanent home address to the main Academy point*   
 

       The Academy will use these rules in the order they are printed above.   
Rule 5 will apply as a tiebreaker for rules 2, 3 & 4.   

       
       If more children qualify under a particular rule than there are places available, a tiebreak will be used   
       by applying the next rule to those children. In the case of two applicants with exactly the same priority  
       under the admissions rules, but only one place being available, the Governing Body will offer places to 
       both families. 

http://www.hertsdirect.org/docs/pdf/admissions/defs19/20.pdf
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Appeals Process 
 
All unsuccessful applicants have the right to appeal to an independent panel for a place to be made 
available for their child.  Hertfordshire parents wishing to appeal, who applied online, should log onto 
their online school application and click on the link “register an appeal”.  If the application was made 
not using Hertfordshire’s online application system parents should contact the Customer Service Centre 
(0300 123 4043) to request an appeal pack. 
For In Year applications parents should contact the school directly in the first instance.  For further 
advise please contact the Academy Admissions Office on 01727 731375 who will be able to advise you 
further. 

       
      In Year Admissions 

 
Should you wish to appeal, please contact the Academy Admissions Officer on 01727 731375 who will 
be able to advise you further. 
 
In Year Admissions 
 
The school is part of the Hertfordshire County Council’s coordinated in year admissions scheme.   
Applications can be accessed via www.herts.direct.org/admissions or from the customer service centre 
on 0300 123 4043.  Parents should return their form directly to County Council (address details on 
form). 
Places will be allocated in accordance with rules 1-5. 
If more children quality under Rule 5 than places available the tie-break would be those that live closest 
to the school. 
 
The Marlborough Science Academy cooperates with the Local authorities Fair Access Protocol for the 
children who are hard to place. 
 
Continuing Interest List 
 
In the event of more applications than available places the governors will maintain a continuing interest 
list (waiting list) 
These and late applications will go onto this list in a position determined by the criteria.  If a place 
becomes available in the school it will be offered to the child that best meets the published admission 
rules.  Parents are requested to inform the governors if they wish their child’s name to be removed. This 
list will be maintained for 6 months for all year groups. 
NB: There is scope for children admitted under HCC’s Fair Access Protocol to be prioritised before 
children on CI and can be admitted over PAN in consultation with the Governors.  
 
Children educated out of year group 
Admission of children outside their normal age group 
 
Admission authorities must make decisions on the basis of the circumstances of each case and in the 
best interests of the child concerned. This will include taking account of the parent’s views; information 
about the child’s academic, social and emotional development; where relevant, their medical history 
and the views of a medical professional; whether they have previously been educated out of their 
normal age group; and whether they may naturally have fallen into a lower age group if it were not for 
being born prematurely. They must also take into account the views of the head teacher of the school 

http://www.herts.direct.org/admissions
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concerned. When informing a parent of their decision on the year group the child should be admitted 
to, the admission authority must set out clearly the reasons for their decision.  Applications should be 
made in the student’s correct chronological year group, and the decision is solely the responsibility of 
the governing body. 
 

      Sixth Form Admission Rules for The Marlborough Science Academy 
 

Students will be admitted to Year 12 in accordance with our Single Equality Policy.  Admission into the 
Sixth Form does not guarantee a place on any particular course.  The Academy publishes separate 
Course entry requirements.  Entry requirements are based on an individual and their desired pathways 
and can be seen in our post 16 prospectus which is available from our school website. 

          
      The admissions number for external students for September 2019 is 15.  

 
Order of priority 
 
1. Students who are looked after or were previously looked after (children looked after or children 

previously looked after who ceased to be looked after because they were adopted or became 
subject to a child arrangements order or special guardianship order). 

2. Students who were on roll at The Marlborough Science Academy in the Year 11 preceding the 
admissions year. 

3.   Students for whom it can be demonstrated that they have a particular medical or social need to go    
       to the Academy, (evidence must be provided by a professional dealing with the child’s case).     
4. Students whose permanent address is closest to the Academy address point.  A ‘straight line’ 

distance measurement is used.  Distances are measured using a computerised mapping system to 
two decimal places.  The measurement is taken from the Address Base Premium address point of 
your child’s house to the address point of the school.  Address Base Premium data is a nationally 
recognised method of identifying the location of schools and individual reasons. 

Notes 
 
The Academy will use these rules in the order they are printed above.   
Rule 4 will apply as a tiebreaker for rules 2 and 3.   

 
       In each category, priority will be given to those living nearest the Academy measured in a straight line      
       from the student’s permanent home address to the main Academy address point.* 
 

If more children qualify under a particular rule than there are places available, a tiebreak will be used 
by applying the next rule to those children.  In the case of two applicants with exactly the same priority 
under the admission rules, but only one place being available, the Governing Body will offer places to 
both families. 

 
               ___________________ 

  Jane Walker-Smith 
  Chair of Governors 

       February 2018 
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Supplementary Information Form 
Application for Year 7 Entry – September 2019 

 
If you wish to apply for admission to The Marlborough Science Academy for Year 7 in September 
2019, you MUST submit an application form to Hertfordshire Admissions. You can do this online 
at www.hertsdirect.org/admissions or telephone 0300 123 4043 for a paper application form. 
Please also complete this form and return it to The Marlborough Science Academy, for the attention of 
the Secondary Transitions Officer by 31st October 2018.   
 

Child’s Forename(s)  

Child’s Family Name:  

Date of Birth:  Sex (M/F): 
 
Home Address: 
 
 
 
Current School: 
 
Parent 1 

Forename ___________________________ Surname ___________________________ 

*Title:    Mr / Mrs / Ms / Miss / Dr. / Other 

*Relationship to child:  Mother / Father / Step Parent / Guardian / Carer / Other 

Other please state ________________________________________________________ 

*delete as applicable  
 

Parent 2 

Forename ___________________________ Surname ___________________________ 

*Title:   Mr / Mrs / Ms / Miss / Dr. / Other 

*Relationship to child:   Mother / Father / Step Parent / Guardian / Carer / Other 

Other please state ________________________________________________________ 

*delete as applicable 

Contact Telephone Numbers  

 

Email Address  

 

      Please continue overleaf 

http://www.hertsdirect.org/admission
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 Please give brief details if your family has or has had any connections with The Marlborough Science  
Academy (including siblings currently on roll at the Academy).  

 
__________________________________________________________________________________________ 

 
 
 

Please give your reasons below for registering your interest in a possible place at The Marlborough 
Science Academy and/or any additional information you would like us to know regarding your 
application. 

 
Please sign and date this form before returning. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Signed………………………………………………………….   Dated ………………………………….………… 
 

 
Please send this completed form to: 
The Secondary Transitions Officer, 

The Marlborough Science Academy, 
Watling Street, 

St. Albans 
Herts, AL1 2QA. 

 
                 Please include a stamped, addressed envelope to receive a receipt for this form. 



  
   

The Royston Schools Academy Trust / Meridian School 
                                

Admissions Statement for 2019-2020 
 

The Royston Schools Academy Trust (RSAT) is the admission authority for both Greneway 
and Roysia Middle Schools and Meridian Upper School. Admissions will continue to be 
managed by Hertfordshire County Council in line with the Trust’s published admissions 
arrangements under agreed criteria. 

 
 

 
Consultation on proposed changes within Royston Schools Academy Trust 

Greneway, Roysia, Meridian Schools - moving forward together 

The Trust is proposing authority to merge all three schools, to create a through school for 
pupils between the age of 9 and 18 (Years 5-13) from September 2018. This proposal is 
subject to approval following a full consultation process (20.10.17 – 01.12.17). If the Trust’s 
proposal is approved, a successful application will result in a child attending a through 
school, with no application process for entry to Year 9. 
 
 
The school will have a published admission number (PAN) of 213.  
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to admit a child with a statement of special educational needs that names their 
school. Schools must also admit children with an EHC (Education, Health and Care) Plan 
that names the school.  
 
Rule 1 Children in public care (children looked after) and 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).  
 
Rule 2 Medical or Social:  Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school.  
 
Rule 3 Sibling: Children who have a sibling at the school at the time of application, unless 
the sibling is in the last year of the normal age-range of the school. Note: the ‘normal age 
range’ is the designated range for which the school provides: Years 9 to 13 for this upper 
school but will apply to the new all through school, up to Year 12, if approval is granted. 
 
Rule 4 Nearest School – Children for whom it is their nearest community or voluntary 
controlled school or an own admitting school or academy using Hertfordshire’s admission 
rules. 
 
Rule 5 Nearest School – Children for whom it is their nearest school or academy.  (This 
includes all schools except those which allocate places on the basis of faith.) 
 
These rules are applied in the order they are printed above. If more children qualify under a 
particular rule than there are places available, a tiebreak will be used by applying the next 
rule to those children. Where there is a need for a tie-breaker where two different addresses 
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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 logically this will be on the ground floor and 
therefore closer. If there are two identical addresses of separate applicants, the tie break will 
be random allocation 
 
Random allocation will be undertaken independently of the school by Hertfordshire County 
council.  Every child entered onto the county council’s admissions database has an 
individual random number assigned, between 1 and 1 million, against each preference 
school.  When there is a need for a final tie break this random number is used to allocate the 
place, with the lowest number given priority. 
 
Home to school distance measurement for purposes of admissions 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 the 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. 
 
Transfer Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to 
their online application and click on the link ‘register an appeal’.  Out of county residents and 
paper applicants should call the Customer Service Centre on 0300 123 4043 to request their 
registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link 
‘log into the appeals system’. 
 
In year Admissions 
The school will remain part of the county council’s coordinated In Year admissions scheme.  
Application forms can be accessed via www.hertsdirectorg/admissions or from the Customer 
Service Centre, 0300 123 4043.  Parents should return the application form direct to the 
County Council (address on the form).  The County Council will write to you with the 
outcome of your application and, if you have been unsuccessful, will include registration 
details to enable you to login and appeal online at www.hertfordshire.gove.uk/schoolappeals  
 
When a parent wishes their child to transfer from another school, prior to submitting an 
application, we ask them to meet with a senior member of staff to consider transfer options. 
 
Fair Access  
Under the Fair Access Protocol the school will admit FAP children before those on CI 
and over the Published Admission Number (PAN) if required 
 
 
Definitions 
 
Rule 1:  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 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 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)  
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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.  
 
¹Child 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. 
 
Rule 2:  Applications will only be considered at the time of the initial application, unless there 
has been a significant and exceptional change of circumstances within the family since the 
initial application was submitted.  
 
All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has 
to go to one specific school.  
 
Few applications under Rule 2 are agreed, Hertfordshire County Council are engaged to 
make the decision on whether the evidence submitted is compelling enough to agree to the 
Rule 2 request.  
 
All applications are considered individually but a successful application should include the 
following:  
 
a. Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or  
b. Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet he child’s needs.  
c. If the requested school is not the nearest school to the child’s home address clear reasons 
why the nearest school is not appropriate.  
d. For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential.  
 
Evidence should make clear why only one school is appropriate.  
 
Applications under Rule 2 can only be considered when supported by a recent letter from a 
professional involved with the child or family, for example a doctor, psychologist or police 
officer. The supporting evidence needs to demonstrate why only one named school can 
meet the social/medical needs of the child.  
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined in Rule 1, may be made under this rule.  
 
Further details on the Rule 2 process can be found in the Rule 2 protocol, which can be 
found on the Hertfordshire County Council website. 
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Rule 3: Definition of sibling -   For applications to schools using Hertfordshire County 
Council's admission criteria, 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.  
 
A sibling must be on the roll of the named school at the time the younger child starts or have 
been offered and accepted a place. 
 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family.  
 
Multiple births:  Hertfordshire County Council (HCC), as the admission authority will admit 
over the school’s published admission number when a single twin/multiple birth child is 
allocated the last place at a school. Where we are not the admitting authority we would 
request the school take in the subsequent child(ren) in line with the school’s own admission 
arrangements. 
 
Rule 4 & 5: The definition of nearest school includes all schools and academies unless the 
school or academy prioritises and allocates places on the basis of faith. 
 
Definition of “nearest school” for primary/junior/middle admissions: The definition of “nearest 
school” includes all schools and academies (regardless of status) unless that school or 
academy prioritises applications and allocates places on the basis of faith. 
 
Home address:  The address provided must be the child’s current permanent address at 
the time of application.  ‘At the time of application’ means the closing date for applications.  
“Permanent” means that the child has lived at that address for at least a year and/or the 
family own the property or have a tenancy agreement for a minimum of 12 months 
 
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.   
 
If two different applications are received for the same child from the same address, e.g. 
containing different preferences, the application from the parent in receipt of child benefit will 
be processed if the applications cannot be reconciled. 
 
Multiple births:  Hertfordshire County Council (HCC), as the admission authority will admit 
over the school’s published admission number when a single twin/multiple birth child is 
allocated the last place at a school. Where we are not the admitting authority we would 
request the school take in the subsequent child(ren) in line with the school’s own admission 
arrangements. 
 
Fraudulent applications: 
 
Hertfordshire County Council will do as much as possible to prevent applications being made 
from fraudulent addresses, including referring cases to the Shared Anti-Fraud service for 
further investigation as necessary.  
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Address evidence is frequently requested, monitored and checked and school places will be 
withdrawn when false information is deliberately provided. Hertfordshire County Council will 
take action in the following circumstances:  
 

• When a child’s application address does not match the address of that child at their 
current school;  
  
• When a child lives at a different address to the applicant;  
 
• When the applicant does not have parental responsibility;  
 
• 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;  
 
 Official/public records show an alternative address at the time of the 

application  
 
• When a child starts at the allocated school and their address is different from the 
address used at the time of application.  

 
Parents/carers will need to show that they have relinquished residency ties with their 
previous property and they, and their child(ren) are permanently residing at the address 
given on the application form. 
 
Continuing Interest 
After places have been offered, the school’s continuing interest (waiting) list will be 
maintained by Hertfordshire County Council. A child’s position on the CI list will be 
determined by the admission criteria outlined above and a child’s place on the list can 
change as other children join or leave it. The county council, on behalf of the school’s 
governing body, will contact parents/carers if a vacancy becomes available and it can be 
offered to a child. Continuing interest lists will be maintained for every year group until the 
summer term (date to be confirmed). To retain a CI application after this time, parents must 
make an In Year application. 
 
Applications from children* from overseas 
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.  
 
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.  
 
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 
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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. 
 
Applications will also be considered, and places offered in advance for these families, if the 
application is accompanied by an official letter that declares a relocation date but does not 
provide a quartering or unit address because the family will be residing in private 
accommodation. In these cases, if the family does not already have a permanent private 
address in Hertfordshire, the military base or alternative “work” address in Hertfordshire will 
be used for allocation purposes. If the family already has an established alternative private 
address, that address will be used for admission purposes.  
 
The school will also consider accepting applications from children* 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 (1 February 2019 for the Under 11s 
process) cannot be taken into account before National Allocation Day. Decisions on these 
applications will be made by a panel of senior officers 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.  
 
*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. 
 
 
Children Out of Year Group  

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, in conjunction with HCC, through a panel process will decide whether the 
applicatant will be accepted on the basis of the information submitted. The panel make 
decisions based upon the circumstances of each case including the view of parents, the 
relevant headteacher(s), the child's social, academic and emotional development and 
whether the child has been previously educated out of year group. There is no guarantee 
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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 individual schools.  

 

SixthForm Arrangements  

The school will admit all students applying to the Sixth Form who meet the entry 
requirements. The PAN for external applicants is 30 students.  

Minimum entry requirements are:  

● AS/A-level courses: minimum of 6 GCSE grades 4 - 9.  

● Vocational A-level courses: minimum of 5 GCSE grades 4 - 9.  

If the school is oversubscribed, priority will first be given to:  

● Children looked after or previously looked after  
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FOR COLLEGE  USE ONLY 
(Leave blank)  

 

Recd: 
 
 
 
 
 1. Family Name  

 

First Names 
 

 
 

Male/ 
Female 

2. Home Address 3. Date of Birth Age on 1st 
September 

2017 
 
 
 
 
Post Code: 

DD MM YYYY 

    
4. ULN (if known – see Guidance Notes) 
 

Telephone: 
 

Mobile: Email: 
 

 Have you been resident in the European Economic Area for 3 
years prior to start of course in Sept 2016?    Yes     No  

If English is not your first language, what is 
your first language? 

  

5. Secondary/Middle Schools Attended From To 

   
   
   

  
6. Choices (in order of preference)  

 
 

Subjects/Courses/Level you wish to study.  
 

  
  
    
  

7. Examinations (Please list examinations you are taking before September 2017 and/or results of examinations 
and programmes of study already completed.   
Subjects Exam Tier 

(H, F) 
Est 
Grade 

Actual 
Grade 

Subjects (cont.) Exam Tier 
(H, F) 

Est 
Grade 

Actual 
Grade 

          
          
          
          
          
     Short courses     
                    

APPLICATION FOR ADMISSION TO A FULL 
TIME COURSE 2017-2018

MERIDIAN SIXTH FORM COLLEGE
Please complete this form in BLACK INK 

Closing date: 12 January 2017 

A student’s core programme of study is comprised of either three or four A Levels, a BTEC or Cambridge 
Technicals qualification or a combination of these. Most students will study 3 A'Levels next year but some will study 4.

Preference 1 

Preference 2 

Preference 3 

Preference 4 

These options can be reviewed at the guidance meeting in March 2017 and again at enrolment in August 2017.



8. Additional Support Needs.  
  

   
  

 

Please tick the following boxes if: 
- you are currently receiving learning support   
- you have a disability or other condition which affects your learning  
- you (or your parent/carer) have any disability that  
  requires special interview arrangements to be made  
- you are cared for or are a carer yourself   
- you have  received a police caution, reprimand, or conviction  
- you are in receipt of free school meals  

 
You may wish to briefly note any details 
here or tick this box if you would like us to 
contact you in confidence to discuss the 
support you require or your personal 
background:  
 
 
 

  
9. To help us monitor our Equal Opportunities Policy, you are invited to describe your ethnic group or 
background by ticking the appropriate box. The information supplied will be kept strictly confidential.  
White Mixed/Multiple ethnic 

groups 
Asian/ 
Asian British 

Black/African/Caribbean/
Black British 

Other Ethnic 
Group 

 
English/Welsh/Scottish/ 
Northern Irish/British  (31) 
 

Irish  
 
Gypsy or  
Irish Traveller     (33) 
 
Other  
White Background   (34) 

 
White and  
Black Caribbean  (35) 
 

White and Black African  (36) 
 

White and Asian   (37) 
 
Other Mixed/Multiple  
ethnic background   (38) 

 

Indian  (39) 
 

Pakistani (40)  
 

Bangladeshi  (41) 
 

Chinese     (42) 
 
Other Asian  
background  (43) 
 

 

African (44) 
 

Caribbean (45) 
 
Other Black/African/Caribbean 
background (46) 

 

Arab  (47) 
 
Other ethnic  
group  (98) 
 

11. Applicant’s  Signature  

 
_____________________________________________________           Date: ____________________________ 
(Please sign above to confirm your application.
 

  
 

13. Parent/Carer Consent   
  
I confirm the accuracy of the information detailed in this application and give my consent for this course application.

  
Parent’s/Carer’s signature: ___________________________________    Date: ________________________ 
 
Name: (Dr/Mr/Mrs/Miss/Ms) __________________________      Relationship to Applicant: ___________________ 
 
Address: (If different from applicant)  ______________________________________________________________ 
 
Daytime telephone: ______________________   and/or Daytime email address: ___________________________ 
 

We welcome applications from students who require additional support

 
10. Please write a brief paragraph explaining why you are applying to Meridian Sixth Form and what 
you hope to achieve in the two years with us.

(32)

Why do you wish to study this study programme?

What are your career aims?

What part-time work, work experience, school responsibilities or hobbies do you have?     
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MERYFIELD COMMUNITY PRIMARY SCHOOL 

 

Herts for Learning Multi Academy Trust 

 

ADMISSION POLICY FOR 2019/20 

 

 

INTRODUCTION 
 
Meryfield Community Primary School  (“the School”)  is  a primary academy  located within Hertfordshire 
County Council and is part of Herts for Learning Multi Academy Trust, a multi academy trust (“the Trust”).  
The Trust is the “admission authority” for the School. 
 
EQUALITY AND INCLUSION 
 
The School  is  fully  inclusive and welcomes applications  for  the admission of children of all  abilities and 
needs, including those with special educational needs and disabilities.  The School fully complies with its 
responsibilities under the Equality Act 2010.   
 
PUBLISHED ADMISSION NUMBER (“PAN”) 
 
The published admission number (“PAN”) for Reception Year at the School is: 60 
 
This means that the School will admit up to that number of children in the September of the school year to 
which this policy applies. 
 

Oversubscription criteria for the school year 2019/20 

 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit a 
child with  a  statement  of  special  educational  needs  that  names  their  school.  Schools must  also  admit 
children with an EHC (Education, Health and Care) Plan that names the school. 
 
If there are fewer applications than places available at a school all applicants will be admitted. 
 
If there are more applications than places available, the criteria outlined below will be used to prioritise 
applications. 
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Oversubscription criteria 
 
Rule 1:  Children  looked  after  and  children  who  were  previously  looked  after,  but 

ceased  to  be  so  because  they  were  adopted  (or  became  subject  to  a  child 
arrangements order or a special guardianship order). 
 

Rule 2:  Medical or Social 

Children for whom it can be demonstrated that they have a particular medical 

or social need to go to the school. 

A panel of officers will determine whether the evidence provided is sufficiently 

compelling  to meet  the requirements  for  this  rule. The evidence must relate 

specifically to the school applied for under Rule 2 and must clearly demonstrate 

why it is the only school that can meet the child’s needs.   

 

Rule 3:   Linked School  

This  rule only applies  to pupils who are currently attending an  infant school 

which  has  a  linked  junior  school  and  therefore  does  not  apply  to Meryfield 

Community Primary School 

 
Rule 4:  
 

Sibling  

Children who have a sibling on the roll of the school or  linked school at the 

time of application*. This applies to reception through to Year 5 in infant, junior 

and primary schools; and from reception through to Year 3 in first schools; and 

from Year 5 to Year 7 in middle schools. 

 
Rule 5:  Nearest School

Children for whom it is their nearest school or academy.  

This includes all schools except those which allocate places on the basis of faith.
  

Rule 6:      Distance 

Children who live nearest to the school. 
Children not considered under rule 5 will be considered under rule 6. 
 

 
These rules are applied in the order they are printed above. If more children qualify under a particular 

rule than there are places available, a tie break will be used by applying the next rule to those children. 

 
Tie Break 
 
When there is a need for a tie break where two different addresses are 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 

logically this will be on the ground floor and therefore closer. If there are two identical addresses of 

separate  applicants,  the  tie  break will  be  random.  Every  child  entered  onto  the  HCC  admissions 

database  has  an  individual  random  number  assigned,  between  1  and  1  million,  against  each 

preference school. When there is a need for a final tie break the random number is used to allocate 

the place, with the lowest number given priority. 
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*Please see the ‘Explanatory notes and definitions 2019/20 document for a full explanation/definition. 
 
The following definitions apply to terms used in the admissions criteria: 
 
Rule 1: Children looked after and children who were previously looked after, but ceased to be so 
because  they  were  adopted  (or  became  subject  to  a  child  arrangements  order¹  or  a  special  
guardianship order²) 
 
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 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 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) 

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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Rule 2: Children for whom it can be demonstrated that they have a particular medical or social need 

to go to the school 

Rule 2 applications will only be considered at the time of the initial application, unless there has been 

a significant and exceptional change of circumstances within the family since the initial application 

was submitted. 

All schools in Hertfordshire have experience in dealing with children with diverse social and medical 

needs. However,  in a  few very exceptional cases,  there are reasons why a child has to go to one 

specific school. 

Few applications under Rule 2 are agreed. 

All applications are considered individually but a successful application should include the following: 

a. Specific  recent  professional  evidence  that  justifies why  only  one  school  can meet  a

child’s individual needs, and/or

b. Professional evidence that outlines exceptional family circumstances making clear why

only one school can meet the child’s needs.

c. If  the  requested  school  is  not  the  nearest  school  to  the child’s  home  address  clear

reasons why the nearest school is not appropriate.

d. For medical cases – a clear explanation of why the child’s severity of illness or disability

makes attendance at only a specific school essential.

Evidence should make clear why only one school is appropriate. 

Applications  under  Rule  2  can  only  be  considered  when  supported  by  a  recent  letter  from  a  
professional involved with the child or family, for example a doctor, psychologist or police officer. The 

supporting evidence needs to demonstrate why only one named school can meet the social/medical 

needs of the child. 

Applications for children previously “looked after” but not meeting the specific criteria outlined Rule 

1, may be made under this rule. 

Further  details  on  the  Rule  2  process  can  be  found  in  the  “Rule  2protocol”  available  at:  here

Rule 3: Definition of sibling 

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 after¹ and  in every case living 

permanently² in a placement within the home as part of the family household from Monday to Friday 

at the time of this application. 

A sibling must be on the roll of the named school at the time the younger child starts or have been 
offered and accepted a place. 

If a place  is obtained for an older child using fraudulent  information, there will be no sibling 

https://www.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf
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connection available to subsequent children from that family. 

¹ Children previously looked after are those children adopted or with a special guardianship order or child 

arrangements order. This definition was amended following a determination by the OSA in August 2014. 

 

² 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. 

 
 

 

Multiple births 

The School will admit over the school’s published admission number when a single twin/multiple birth 

child is allocated the last place at a school.  

   
 

Home address 

The address provided must be the child’s current permanent address at the time of application. ‘At 

the time of application’ means the closing date for applications. “Permanent” means that the child 

has lived at that address for at least a year and/or the family own the property or have a tenancy 

agreement for a minimum of 12 months. 

 

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. 

If  two  different  applications  are  received  for  the  same  child  from  the  same  address,  e.g.  containing 

different preferences, the application from the parent in receipt of child benefit will be processed if the 

applications cannot be reconciled. 
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Fraudulent  applications 

The School will do as much as possible to prevent applications being made from fraudulent addresses. 

Address  evidence  is  frequently  requested,  monitored  and  checked  and  school  places  will  be 

withdrawn when  false  information  is  deliberately  provided.  Action will  be  taken in the following 

circumstances: 

 When  a  child’s  application  address  does  not match  the  address  of  that  child  at  their  current 

school; 

 When a child lives at a different address to the applicant; 

 When the applicant does not have parental responsibility; 

 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. 

 When a child starts at the allocated school and their address is different from the address used 

at the time of application. 

Parents/carers will need to show that they have relinquished residency ties with their previous property 

and they, and their child(ren) are permanently residing at the address given on the application form. 

   
 

Home to school distance measurement for purposes of admissions 

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. 
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Definition of “nearest school” for primary/junior/middle admissions 
 
The definition of  “nearest  school”  includes  all  schools  and academies  (regardless of  status)  unless  that 
school or academy prioritises applications and allocates places on the basis of faith. 
   
 

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. 

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 and Secondary transfer processes, 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 a place 

will be allocated 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.  

Applications  will  also  be  considered,  and  places  offered  in  advance  for  these  families,  if  the 

application is accompanied by an official letter that declares a relocation date but does not provide 

a quartering or unit address because the family will be residing in private accommodation. In these 

cases, if the family does not already have a permanent private address in Hertfordshire, the military 

base or alternative “work” address in Hertfordshire will be used for allocation purposes. 

If  the  family already has an established alternative private address,  that address will be used for 

admission purposes. 

We will  also  consider accepting applications  from children1 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 (4 December 2018 for secondary transfer and 

2 February 2019 for the Under 11s process) cannot be taken into account before National Allocation 

Day. Decisions on these applications will be made by a panel of senior officers 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 
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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. 

*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. 

   
 

Age of Admission and Deferral of Places 

Hertfordshire County Council’s policy is that children born on and between 1 September 2013 and 31 

August  2015*  would  normally  commence  primary  school  in  Reception  in  the  academic  year 

beginning in September 2019. 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. 

 
*Summer born children (1 April – 31

 
August) – Entry to Reception 

Legally, a child does not have to start school until the start of the term following their fifth birthday. 

Children born between 1 April 2015 and 31 August 2015 are categorised as “summer born” and if 

parents/carers do not believe that their summer born child is ready to join Reception in 2019 they 

should contact the home LA, and the school, for guidance before making an application.  

 
Summer born applications that are delayed for a year (for entry in September 2020) will be processed 

in exactly the same way as all other reception applications received at that time; there is no guarantee 

that a place will be offered at a child’s preferred school. 

 
If parents wish to delay their application for a Reception place they are advised to discuss their child’s 

needs/development with their current early years or nursery provider. If parents wish their child to 

remain  in  their  existing  nursery  school  or  class  for  a  further  year  (rather  than moving  into  the 

Reception year group) they must let their current school know before the end of the Spring term in 

2019 (before the Easter break). 
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Children Out of Year Group (except applications for reception from summer born) 

The Trust’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”. 

For schools within the Trust, the Trust, as the relevant admission authority, through a panel process, 

will decide whether the application will be accepted on the basis of the information submitted. The 

panel make decisions based upon the circumstances of each case including the view of parents, the 

relevant headteacher(s), 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 

individual schools. 

Applications for children to be educated out of year group at Meryfield Community Primary School should 

be submitted to the school office in the first instance.  Applications will be considered by the school and 

will be approved by the Board of Trustees of the Herts for Learning Multi Academy Trust. 

   
 

Nursery Provision 

 

The admission arrangements detailed in this document do not apply for those being admitted into 

any nursery or pre‐school provision. The responsibility for admission into nursery provision lies with 

the governing body of Meryfield Community Primary School. 

 
Parents of children who are admitted to a nursery provision at a school must apply in the normal way 

for a place at the school if they want their child to transfer to the reception class. Attendance at the 

nursery or co‐located children’s centre does not guarantee admission to the school. 

 

Continuing Interest (CI) 
 
After places have been offered, the School will maintain a continuing interest (waiting) list. A child’s 

position on a CI list will be determined by the admission criteria outlined above and a child’s place 

on the list can change as other children join or leave it. The  school will contact parents/carers if a 

vacancy becomes available and it can be offered to a child. Continuing interest lists will be maintained 

for every year group until the end of  the summer term. To retain a CI application after this time, 

parents  must  make  an  In  Year  application.  Continuing  Interest  lists  will  be  retained  until  31 

December. 
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Fair Access 
 
The school will admit children under the Fair Access Protocol before those on continuing interest, and 

over the Published Admission Number (PAN) if required. 

 

APPLICATIONS FOR ADMISSION 
 
Applications for admission to Reception Year in September (known as admission “in the normal admission 
round”) must be made to the Local Authority by completing and submitting their Common Application Form 
(“CAF”) which is accessible via the Local Authority’s admissions page on its website.   
 
Parents must ensure that they complete all necessary information (for example, details of siblings) in the 
CAF before it is submitted.  Failure to do so by the application deadline will result in the child being placed 
into the next category that applies. 
 
ADMISSION TIMETABLE 
 
Please  see Hertfordshire County Council’s website  for a  complete  timetable of  the  important dates  for 
admissions for September 2019. 
 
 
ADMISSION APPEALS  
 
Parents  have  a  statutory  right  of  appeal  against  the  refusal  of  a  place  which  will  be  heard  before  an 
independent panel.  Full details about the statutory right of appeal, including how and when the request 
for an appeal must be lodged, will be confirmed in the notification letter/email sent to parents on National 
Offer Day. 
 
A  request  for  an  admission  appeal  must  be  accompanied  by  the  grounds  for  making  the  appeal  (for 
example, why the parents believe that this Admission Policy is not compliant with admission law, in what 
way the Admission Policy was incorrectly or partially applied to the application for admission, or why it was 
unreasonable to refuse the application for admission).  Before setting out the grounds of appeal, parents 
are advised to consider the reason for the refusal stated within the notification letter.  
 
 
IN YEAR ADMISSIONS 
 
If  you have moved,  you  can apply  to  change  school  during  the  school  year. We  call  this  an  "in  year 
admission". 
 
You can also apply if you want your child to go to a different school. 
 
Please complete HCC’s ‘In year Admissions Form’ at this link 
 
In year applications are assessed in line with the oversubscription criteria outlined above. 
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Children taught in a different year group 
 
If your child is currently being taught in a different year group and you want that to continue, send us 
supporting evidence from a professional (for example, your child's teacher or Head of Year). This needs 
to show why your child needs to be educated in a different year group. We only agree these cases in 
exceptional circumstances. We can't guarantee to offer your child a place in the same year group and if 
your request is upheld, there is no guarantee that an offer will be made at the preferred school(s). 
 
Which address to use 
 
Use  your  child’s  current  permanent  address when  you  apply.  If  you're moving  in  the  near  future,  the 
application form will also ask for your child's new address. 

Email us your proof of address 
 
We need 2 documents showing your current address. At least one of them needs to be a council tax bill, 
utility  bill,  solicitor’s  letter  upon  completion  (exchange  of  contracts  not  accepted)  or  a  signed  tenancy 
agreement. 
 
If  you're moving, we also need proof of your new address. This  should be either a  tenancy agreement 
showing the start date of the tenancy or a solicitor’s letter confirming the completion date. We won't use 
the new address until we have proof that the child is living there permanently. 
 
If you're moving to a rented property, send us evidence that you've sold or are in the process of selling your 
current property, or that your current lease agreement has ended. 
 
You must also send us proof that you and your child live at the new address.  It's not enough to simply 
change  your  address  on  your  online  application.   We  can’t  process  your  application  without  proof  of 
address. 
 
Children living at more than one address 
 
If your child lives at more than one address (for example, due to parents separating), use the address 
where your child lives for most of the time. 
 
If your child lives at 2 addresses equally, use the address of the parent who claims the Child Benefit or 
Child Tax Credit. 
 
Addresses of UK service personnel and crown servants 
 
If you're employed as UK service personnel or crown servants, once you've applied online, send us an 
official letter from either: 
 

 Ministry of Defence (MOD) 
 Foreign and Commonwealth Office (FCO) 
 Government Communications Headquarters (GCHQ). 

 
The letter must give your relocation date and a unit postal or quartering address in Hertfordshire. 
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Your application will be processed in advance of your move and a school place offered (as long as it's 
within a reasonable time). 
 
Fraudulent addresses or false information 
 
We require proof of address before applications are processed though, we may ask for further proof of 
your address at any time. We will withdraw the offer of a school place if we find a fraudulent address has 
been used. We may also withdraw the offer of a school place if information is deliberately withheld. 
 
Tell us if you move during the application process. 
 
You'll have the right to appeal an in year admissions decision if you apply for a school and a place can't 
be offered because the school has no vacancies when you apply. 
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MERYFIELD COMMUNITY PRIMARY SCHOOL 

APPLICATION FOR ADMISSION OUTSIDE NORMAL AGE GROUP 

This is not an application for admission – it is an application to the Academy Governing Board for their 
agreement in principle to the child being admitted to any year group other than the child’s normal year 
group.  The  completed  form  and  any  supporting  documentation  must  be  submitted  to  Meryfield 
Community  Primary  School  for  consideration  by  the Academy Governing  Board  as  soon  as  possible.  
Regardless of the outcome of this application, a separate application for admission will need to be made 
in  the  usual  way,  and  will  be  considered  with  all  other  applications  received,  applying  the 
oversubscription criteria as appropriate.   

In the case of children born between 1 April and 31 August (known as “summer born children”) whose 
parents want them to start Reception Year one year  later than usual (i.e.  in the September following 
their fifth birthday, rather than the September following their fourth birthday), the application should 
be made well  in advance of the application deadline for the child’s admission to Reception Year with 
their  normal  age  group,  to  keep  all  options  open.   Where  the Academy Governing  Board  agrees  an 
application  in principle,  their  letter confirming this should accompany the subsequent application for 
admission. 

This form should be read alongside the School’s Admissions Policy. 

This form should be completed by the parent with whom the child lives for more than 50% of their 
time from Monday to Friday during term time.  Please complete in block capitals using black ink.  All 
names provided must  be  formal  names,  as  stated  in  passports  and other  formal  documents.    The 
completed form should be forwarded to the school office at Meryfield Community Primary School. 

 
 

PART A – CHILD’S DETAILS 

Child’s Surname:   

Child’s Forename(s):   

Child’s Date of Birth:   

Child’s Main Home Address: 

(as defined in the Admissions Policy) 
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PART B – PARENT’S DETAILS 

Parent’s Surname:   

Parent’s Forename(s):   

Parent’s Home Address: 

(If different) 

 

 

 

Parent’s Email Address:   

Parent’s Contact Number:   

 
 

PART C – APPLICATION DETAILS 

What date do you want the child to be admitted?   

What  year  group  do  you  want  the  child  to  be 
admitted to? 

 

What year group would the child’s normal age group 
be in? 

 

Please give detailed  reasons  for your belief  that  it  is  in  the best  interests of your  child  to be admitted 
outside their normal age group.  In doing so, please consider the following factors which will be considered 
by the Academy Governing Board: 

• The parents’ views; 
• The Headteacher’s view; 
• The child’s academic, social and emotional development; 
• Where relevant, the child’s medical history and the views of their medical professionals; 
• Whether the child has previously been educated outside of their normal age group; 
• Whether the child would have naturally have fallen into a lower age range were it not for having been 

born prematurely. 

This is a non‐exhaustive list.  There may be other factors that the Academy Governing Board will consider.  
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Please list all documents attached in support of your application: 

 

 

 

 

 

 

 

 

 
 

PART D – PARENT’S SIGNATURE 

I certify that the information provided in this form is true and accurate, to the best of my knowledge and 
belief: 

Signed:   

Print name:   

Date:   
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Monk’s Walk is an all ability 11 – 18 comprehensive school. 
The Published Admission Number for Year 7 in 2019/20 is 226 
 
To apply for a place at this school you must complete the Hertfordshire Council’s Secondary 
Transfer Form. The school participates in the Local Authority Co-ordinated Admissions 
Scheme. Application forms can be obtained from the Local Authority and admissions can be 
made on line at www.hertfordshire.gov.uk/admissions.  Under Section 324 of the Education 
Act 1996 Monk’s Walk will admit children with a Statement of Special Educational needs that 
names the school. Monk’s Walk will also admit children with an EHC (Education, Health and 
Care) Plan that names the school. Such students will be admitted within the school PAN. 
 
Monk’s Walk School does not require applicants to complete a Supplementary Information 
Form (SIF) 
 
All deadlines within the secondary transfer process must be adhered to by applicants. 
Hertfordshire County Council will make offers of places on behalf of the school. If 
applications for admission exceed the number of places then the following oversubscription 
criteria will be applied, in the order set out below, to decide which pupils to admit. 
 
If the school has fewer applications than places available all applicants will be offered a 
place. 
 
Sixth Form 
 
The Published Admission Number for the 6th Form in 2019/20 is 25. Students will be admitted 
at age 16+ provided they meet the entry qualifications for their proposed programme of 
study, as per 6th Form entry rules. Monk’s Walk School is a member of the Welwyn & Hatfield 
Sixth Form Consortium which has a common entry policy. 
 
Students wishing to study A level (AS and A2 linear courses) and level 2 courses need the 
following GCSE average point score: 
 
 Four A level courses: Equivalent of average GCSE point score of 46 or above 

including English and Mathematics grades 9 – 5. 
 

 Three A level courses: Equivalent to average GCSE point score of 40 or above 
including English or Mathematics at grades 9 -5. 
 

 BTEC Level 2 course: Equivalent to average GCSE point score of  between 29.5 and 
40.0 
 
 

Specific A level courses have additional criteria that need to be met by students wishing to 
enrol. These additional criteria can be found in the Welwyn & Hatfield Sixth Form Consortium 
prospectus.  

 
Children in public care (children looked after) and children who were looked after, but ceased 
to be so because they were adopted (or became subject to a child arrangement order or 
special guardianship) will be given priority. 
 
If the 6th form is oversubscribed external applicants meeting the minimum academic criteria 
outlined above will be prioritised on the basis of home-school distance. If necessary the 
same tie break will be used as outlined below. 
 
 

 

http://www.hertfordshire.gov.uk/admissions


 
 
 
Admissions Rules for Monk’s Walk School for September 2019 Entry 
 
Rule 1 
Children looked after and children previously looked after, but who ceased to be so because 
they were adopted (or became subject to a child arrangement order or a special 
guardianship order). 
 
 
Rule 2: Medical or Social 
Children for whom it can be demonstrated that they have a particular medical or social need 
to go to the school. A panel of officers will determine whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule. The evidence must relate 
specifically to the school applied for under Rule 2 and must clearly demonstrate why it is the 
only school that can meet the child’s needs. 
 
Rule 3: Sibling  
Children who have a sibling at the school at the time of application, unless the sibling is in 
the last year of the normal age-range of the school*. Note: the ‘normal age range’ is the 
designated range for which the school provides, for example Years 7 to 11 in an 11-16 
secondary school, Years 7 to 13 in an 11-18 school. 
 
Rule 4 
Children who live in the priority area and for whom Monks Walk is their nearest Hertfordshire 
maintained school or Academy that is non-faith, coeducational, and non-partially selective. 
Note: Non-partially selective means that the school does not offer any places based on 
academic ability. The priority area consist of the following parishes and areas: Ayot St Peter, 
Codicote, Essendon, Hatfield, North Mymms South Mymms, Potters Bar,  Welwyn Garden 
City, Welwyn and Woolmer Green. A map of the priority area is available below. 
 
Rule 5 
Children who live in the priority area who live nearest to the school. 
 
Rule 6 
Children living outside the priority area on the basis of distance, with those living nearest to 
the school given priority. 
 
Tie Break 
When there is a need for a tie break where two different addresses are 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 logically this will be on the ground floor and therefore closer. If there are 
two identical addresses of separate applicants, the tie break will be random. Every child 
entered onto the HCC admissions database has an individual random number assigned, 
between 1 and 1 million, against each preference school. When there is a need for a final tie 
break the random number is used to allocate the place, with the lowest number given priority. 
 
 
 
 
 
 
 
 

 



 
Notes 
 

 The Board of Trustees of Monk’s Walk School will engage the Local Authority to 
apply the admissions rules, appeals process and in-year admissions for Monk’s 
Walk.  
 

 This includes the use of the definitions and arrangements as currently determined 
by the Local Authority and include their policy and practice on twins and multiple 
births, late procedures, fraudulent applications and the measuring system.  

 
 Hertfordshire parents 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.  

 
 A continued interest list is held by the local authority on behalf of the school to re-

allocate any places that become available. These places are re-allocated using 
the admission rules outlined, and following the procedures outlined by the Local 
Authority in their published information. A continuing interest list will be held for 
every year group up to the end of the summer term. A new application will be 
required to remain on the continuing interest list for the new academic year. 

 
 Fair Access Protocol - The school is committed to take its fair share of children 

who are vulnerable and/or hard to place, as set out in locally agreed, and county 
wide protocols. Children who qualify under this category can be admitted even if 
the year group is full before those on the school’s continuing interest list.  

  

 



Definitions and Explanatory notes  
The following definitions apply to terms used in the admissions criteria: 
 
Children looked after and previously looked after   
Places are allocated to children looked after 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 
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 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) 
 
All children adopted from care who are of compulsory school age are eligible 
for admission under rule 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 
 
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 
 
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. 
 
* 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. 
 
Rule 2: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school: 
Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the 
family since the initial application was submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse 
social and medical needs. However in a few very exceptional cases, there are 
reasons why a child has to go to one specific school. 

 



 
Few applications under Rule 2 are agreed. All applications are considered 
individually by a panel of LA officers on behalf of the school’s board of trustees and a 
successful application should include the following: 
 
a. Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or 
b. Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet the child’s needs 
c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of illness or 
disability makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. Applications under 
Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example a doctor, psychologist or police officer. 
The supporting evidence needs to demonstrate why only one named school can 
meet the social/medical needs of the child. 
 
Applications for children previously “looked after” but not meeting the specific criteria 
outlined Rule 1, may be made under this rule. 
 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available 
at: here 
 
Definition of sibling: 
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. 
 
A sibling must be on the roll of the named school at the time the younger child starts. 
If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family. 
 
*Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order. This definition was amended following a determination by the 
OSA in August 2014. 
**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. 
 
Multiple births: 
The school will admit over the published admission number when a single 
twin/multiple birth child is allocated the last place at a school.  
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or 

 

file://Hertscc.gov.uk/Shared3/HERTFORD/CSF/CSFCENT/DATA/CSFSHARE/CSFOPS/CentralAdmissions/Central/Consultations/Arrangements%202018-19/admissions-rule-2-process-document.pdf


the family own the property or have a tenancy agreement for a minimum of 12 
months. 
 
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. 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible 
to prevent applications being made from fraudulent addresses, including referring 
cases to the Shared Anti-Fraud service for further investigation as necessary. 
Address evidence is frequently requested, monitored and checked and school places 
will be withdrawn when false information is deliberately provided. Action will be taken 
in the following circumstances: 
 
• When a child’s application address does not match the address of that child at their 
current school; 
• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
• When a family move shortly after the closing date of applications when one or more 
of the following applies: 

o The family has moved to a property from which their application was less 
likely to be successful 
o The family has returned to an existing property 
o The family lived in rented accommodation for a short period of time 
(anything less than a year) over the application period 
o Council tax information shows a different residence at the time of 
application 
o When a child starts at the allocated school and their address is different from 
the address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
Definition of “nearest school”  
 
The “nearest school” definition for rule 4 is “the nearest Hertfordshire maintained 
school or academy that is non-faith, co-educational, and non-partially selective (note 

 



– non-partially selective means that the school does not offer any places based on 
academic ability”). 
 
Co-educational schools/academies which select partially on ability are: 
Dame Alice Owens 
Parmiters 
Queens 
Rickmansworth 
St Clement Danes 
 
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 Secondary 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 a 
panel of county council officers 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. 
 
 
Children Out of Year Group 
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 
governor’s 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 
 
  

 



 

 



 

 

 

 

 

 

 

 

 

 

 

You must read all the information on this application form carefully.  It provides information on the courses and 
subjects available for September 2017 and the people who can help you complete this form. If you do not have 
one already, ask your school for a Consortium Application Pack which contains valuable information when 
making your course and subject choices.  

This application form must be completed and handed in by Wednesday 25th January 2017 

 
The following notes will help you complete the application form: 
 
Section 1: Personal Details 
 

This section contains personal details which will ensure a smooth transition from Year 11 into the Consortium. 

 
Section 2: Predicted Grades 
 

To ensure that you are selecting subjects at the appropriate level, please complete this table with the subjects 
you are currently taking and your predicted grades. Entry requirements for courses in the Consortium will include 
the Average Point Score (APS) for Key Stage 4 and subject specific criteria.  

 
To calculate your APS add together the value of each of your predicted grades and divide by the number of 

subjects you are taking (see below). If you are taking fewer than 8 subjects, then you must still divide the total 
by 8 

 

You may be taking a programme that includes BTECs. Count each course as the equivalent of one GCSE. 
These must be taken into account when calculating your APS. 

 

Please refer to the 2017 Course Entry Criteria for guidance as to which programmes and courses 
you are eligible to apply for. 

 
Points Scores for GCSE: English Language; English Literature and Mathematics 

GCSE Grade       9       8       7       6       5       4       3       2       1 

KS4 Points       9       8       7       6       5       4       3       2       1 

 
Points Scores for GCSE: All other Subjects 

GCSE Grade       A*       A        B        C         D        E        F        G 

KS4 Points      8.5       7       5.5        4         3        2       1.5         1 

 
Points Scores for BTEC Firsts 

BTEC Grade     Distinction *       Distinction          Merit         Pass     Level 1 Pass 

KS4 Points         8.5             7           5.5           4           1.75 

 
Example how to calculate your APS 

Subject English 
Language 

English 
Literature 

    Maths    Biology  Physics Chemistry   History    Music BTEC IT BTEC  
Sport 

    Total      APS 

Grade     5     6     5     B    A*     C     D     C Dist. Pass 10 subjects 52 ÷ 10 

KS4 Points     5     6     5    5.5   8.5     4     3     4    7    4 52 points = 5.2 
 
 

Section 3: Course Choice 
 

This section allows you to state clearly which courses you would like to choose. Your average points score will indicate 
the level of programme you should apply for. 
 
Use the grid on the next page to select the subjects you wish to study. 

• Only select one subject from each block. 
• Some vocational subjects where highlighted are offered over more than one block, so any of these must be 

selected in all the appropriate blocks. 
• Read section three very carefully to check the range of courses available to you, as this will differ 

depending on your average points score 

Welwyn 
Hatfield 

Consortium 

Welwyn & Hatfield Consortium 
Year 12 Application Form 2017 



THE CONSORTIUM WISHES TO OFFER THE FOLLOWING SUBJECTS STARTING IN SEPTEMBER 2017 

 
 
 
 
 
 
 

       BLOCK A 

Mon a.m./Thurs p.m. 

Site           BLOCK B 

   Tues a.m./Fri p.m. 

Site            BLOCK C 

   Wed a.m./Mon p.m. 

    Site          BLOCK D 

 Thurs a.m./Tues p.m. 

Site 

Fine Art MWS Biology OSA Fine Art OSA Fine Art SFO 

Fine Art STA Business Studies SFO Fine Art MWS Biology MWS 

Biology BHG Business Studies STA Biology MWS Chemistry MWS 

Biology STA Chemistry MWS Biology SFO Chemistry STA 

Business Studies MWS Computer Science OSA Chemistry BHG Computer Science MWS 

Economics STA English Literature MWS Chemistry OSA Drama & Theatre MWS 

English Literature OSA Film Studies OSA Computer Science STA English Language STA 

English Literature SFO French MWS 
Design & Technology: 
Fashion & Textiles 

STA English Literature BHG 

English Literature STA French SFO Drama & Theatre BHG/STA Geography MWS 

Film Studies SFO Geography MWS Economics MWS History BHG 

French BHG/STA Geography STA English Literature MWS History SFO 

Geography BHG German BHG Geography BHG Mathematics BHG 

History MWS History BHG Geography SFO Mathematics OSA 

Law BHG History STA Government & Politics BHG/STA Mathematics MWS 

Mathematics STA Mathematics MWS Graphic Communication OSA Media Studies BHG 

Media Studies MWS Media Studies STA History OSA Music Tech STA 

Music STA P.E. MWS History MWS P.E. STA 

Photography MWS Photography MWS Mathematics SFO P.E. SFO 

Physics OSA/SFO Physics STA Mathematics STA Philosophy STA 

Physics MWS/BHG 
Design and Technology: 
Product Design 

STA Music MWS Psychology BHG 

Design and Technology: 
Product Design  

MWS Psychology MWS Physics MWS Psychology OSA 

Psychology BHG Sociology BHG Psychology STA Psychology STA 

Psychology MWS Spanish BHG/STA Sociology MWS Photography OSA 

         Religious Studies BHG/MWS 

      Spanish MWS 

        

Vocational Level 3        

Health & Social Care 
(BTEC) L3 Diploma 

BHG 

Business (BTEC) L3 
Diploma (taken with 
either Block C or D) 

OSA 
Business (BTEC) L3 
Extended Certificate 

OSA 
Business (BTEC) L3 
Extended Certificate 

OSA 

Information Technology 
(BTEC) L3 Extended 
Certificate 

STA 

Dance – Performing Arts 
(BTEC) L3 Extended 
Certificate 

SFO 

Business (BTEC) L3 
Diploma (taken with 
block B) 

OSA 

Business (BTEC) L3 
Diploma (taken with 
block B) 

OSA 

Acting - Performing Arts 
(BTEC) L3 Diploma 

SFO 

Public Services (BTEC) 
L3 Subsidiary Diploma 
 

OSA 
Business (BTEC) L3 
Extended Certificate 

STA 

Dance – Performing 
Arts (BTEC) L3 
Extended Certificate 

STA 

Acting - Performing Arts 
(BTEC) L3 Extended 
Certificate 

SFO 
Sport (BTEC) L3 
Diploma 

OSA 
Health & Social Care 
(BTEC) L3 Diploma 

BHG 

Applied Science 
(BTEC) L3 Extended 
Certificate 

MWS 

Travel & Tourism 
(BTEC) L3 Extended 
Certificate 

OSA 

Food, Science & 
Nutrition WJEC L3 
Diploma 

STA 
Acting - Performing Arts 
(BTEC) L3 Diploma 

SFO 
Sport (BTEC) L3 
Extended Certificate 

OSA 

Football Academy inc. 
Sport Coaching (NCFE) 

OSA     
Criminology & Forensics 
(BTEC) L3 National 
Diploma 

OSA 
Sport (BTEC) L3 
Diploma 

OSA 

Criminology & Forensics 
(BTEC) L3 National 
Diploma 

OSA       

Hospitality & Event 
Management (BTEC) 
L3 Subsidiary Diploma 

OSA 

Enterprise & 
Entrepreneurship 
(BTEC) L3 Extended 
Certificate 

OSA     

Sport Coaching 
(NCFE) in conjunction 
with Football Academy 
in block A 

OSA 

Equivalent qualifications 

 
BTEC Level 3 Extended Certificate and BTEC Level 3 Subsidiary Diploma are equivalent to 1 A Level. 
 
WJEC Level 3 Diploma is equivalent to 1 A Level. 
 
BTEC Level 3 Diploma is equivalent to 2 A Levels. 
 
 



 
 
 
SECTION  1:   Personal Details 

 

Forename:                                                     Surname: 

Address: 

 

Postcode:                                                       Telephone No: 

Current school:                                                

Gender:                                                          Date of Birth: 

Student Mobile No:                                         Student E-mail: 
 
……………………………………………………………………………………………………………………………………....... 
 
SECTION 2:  Predicted Grades at Key Stage 4 

 

           Subject  Grade KS4 Point 
Score 

          Subject  Grade  KS4 Point 
 Score 

English Language       

English Literature       

Mathematics       

       

       

       

       
 

Total number of points  Total number of subjects  Predicted average points 
score (APS) 

     
 
Checked by Head of Post 16:  
…………………………………………………………………………………………………………………………..................... 
 
SECTION  3:   Your Course Choices 
 
Your course choices must meet the general and subject specific entrance criteria. Please refer to the entrance 

criteria sheet before entering your course choices. 
 
Your Choices:  A Levels or Vocational Level 3 Courses  
 
 

Block Subject Site Do your predicted grades 
meet subject entrance criteria?  
Enter Yes/No 

Office use only: 
A / R / U 

A     

B     

C     

D     

 
If you wish to take one of the following additional qualifications, please tick the appropriate box. These qualifications can 
be taken in addition to your chosen academic and vocational courses. 
  
             Further Mathematics                         Core Mathematics                              Extended Project Qualification 
 
Additional qualifications approved by Head of Post 16:  

 
 
 

Students who do not achieve GCSE 4 or above in English and/or Maths will be required to 
attend retake lessons and resit the exam(s), which may affect your choices. 

 
  
 
 



 
 
 
 
Please approach one or more of the following to help you complete this form: 
 
In your school: 
 

• Head of Sixth Form  
• Subject Teachers 
• Form Tutor 
• Head of Year  
• Careers Teacher 

 
……………………………………………………………………………………………………………………………….. 
 
Connexions provide additional advice on Careers Advice & Guidance  
 
Youth Connexions 
The Campus, Welwyn Garden City 
Tel: 01992 903232 or connexions-direct.com 
 
………………………………………………………………………………………………………………………..……… 
 
Progression to Year 13 
 

Students starting Advanced Level subjects in September 2017 are expected to achieve at least a D in two subjects to 
progress to their second year. These grades will be determined through internally set end of Year 12 exams. 
 
A student’s attitude to work, their attendance, general application to their studies and contribution to the wider life of the 
school will be considered when determining whether students can progress. 
 
………………………………………………………………………………………………………………………………. 
 

Student signature:                                             Date: 

Parent/Carer signature:                                     Date: 

School signature:                                               Position: HoY / SLT      Date: 

 



Mount Grace School – Admission Rules 2019/20 
 
Mount Grace School is a mixed 11-18 specialist comprehensive school. The published admission number 
for the school year commencing 1st September 2019 is 174 pupils.  
 
Over subscription 
When applications for admission exceed the number of places available the following criteria will be 
applied, in the order set out below, to decide which pupils to admit. These criteria will continue to be 
used to allocate places should any fall vacant after the initial allocation. 90% of allocations (157) will be 
made using the following criteria (Rule 1 to Rule 4) in the order set out below and the remaining 10% of 
allocations will be made using criterion (Rule 5). 
 
Appeals 
At transfer time parents wishing to appeal who applied through Hertfordshire’s online system should log 
into their online application and click on the link 'register an appeal'. Out of County residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 
system”. 
 
For in-year admissions parents will be contacted in writing with the outcome of their application. For 
unsuccessful applications, the County Council will provide registration details to enable parents to login 
and appeal online at www.hertfordshire.gov.uk/school appeals. 
 
Special Educational Needs 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit 
a child with a statement of special educational needs that names their school. Schools must also admit 
children with an EHC (Education, Health and Care) Plan that names the school. 
 
Rule 1: Children looked after (See note 1). 
Children looked after (in public care) and children who were previously looked after, but ceased to be so 
because they were adopted (or became subject to a child arrangements order or a special guardianship 
order). 
 
Rule 2: Medical or social needs (See note 2). 
Children for whom it can be demonstrated that they have a particular medical or social need to go to 
that specific school. 
 
Rule 3: Sibling (See note 3). 
Children who have a sibling at the school at the time of application, unless the sibling is in the last year 
of the normal age-range of the school.  
 
Rule 4: Children living nearest to the school (See note 4).  
This applies to all other children who live nearest to the school. The school uses home school 
measurements provided by Hertfordshire County Council, which measures the distance between the 
child’s address point and the school’s address point. 
 
Rule 5: Aptitude in Music (See note 5).  
The remaining 10% of places (17) will be allocated for children who show an aptitude in Music on the 
basis of an assessment of aptitude carried out by the school. Priority will be given to those with the 
highest score in this assessment. In the event of a tie-break being required under this criterion, places 
will be allocated using criteria 4 (home-school distance using the home-school measurement system 

http://www.hertfordshire.gov.uk/schoolappeals
http://www.hertfordshire.gov.uk/school


used by Hertfordshire County Council as outlined in the County’s admission arrangements and 
application literature). 
 
In the event that applications for places under this criterion are less than 10% of the total (17), any 
remaining places will be added to the places available under criteria 1, 2, 3 and 4 (in that order until all 
the places have been allocated).  
 
Note 1: Children in public care (children looked after) 
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 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 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). 
 

All children adopted from care who are of compulsory school age are eligible for admission under Rule 
1.  
 
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 
arrangements 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. 
 
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 who whom the child is to live.  
 
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. 
 
Note 2: Medical or social needs  
Rule 2 applications will only be considered at the time of the initial application, unless there has been a 
significant and exceptional change of circumstances within the family since the initial application was 
submitted. All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has to go to one 
specific school. 
 
Few applications under Rule 2 are agreed. 
 
All applications are considered individually but a successful application should include the following: 
 

a. Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or 

b. Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet the child’s needs 



c. If the requested school is not the nearest school to the child’s home address clear
reasons why the nearest school is not appropriate

d. For medical cases – a clear explanation of why the child’s severity of illness or disability
makes attendance at only a specific school essential.

Evidence should make clear why only one school is appropriate.  Applications under Rule 2 can only be 
considered when supported by a recent letter from a professional involved with the child or family, for 
example a doctor, psychologist or police officer. The supporting evidence needs to demonstrate why 
only one named school can meet the social/medical needs of the child. 

Applications for children previously “looked after” but not meeting the specific criteria outlined in Rule 
1, may be made under this rule.  

Further details on the Rule 2 process can be found in the “Rule 2 protocol” available here

Note 3: Sibling 
A sibling must be on the roll of the named school at the time the younger child starts. A 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 in the same house from 
Monday to Friday. 

Where a place is obtained and the child admitted to the school and it is subsequently identified that this 
place was gained fraudulently, there will be no sibling connection available to subsequent children from 
that family. 

This criterion will apply to children who have a sibling at the school at the time of application, unless it 
is anticipated that the sibling will have left the school before the date of proposed admission of the 
applicant. 

Twins or multiple births: In the event of one sibling being allocated a place at the school because they 
have a Statement of Special Educational Needs which names the school, or they have been offered a 
place under any of the criteria, all other multiple birth siblings of that sibling will then also be offered a 
place. 

Note 4: Children living nearest to the school 
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 to the school. 
AddressBase Premium data is a nationally recognised method of identifying the location of schools and 
individual residences.  

A child’s home address is defined as that at which the child is living from Monday to Friday during term 
time.  

In those cases where there is a shared parental responsibility for a child, the child’s ‘home’ is the 
address at which the child lives for the greater part of the school week, i.e. Monday to Friday.  

In the event of there being two or more applicants at a flat or multi-occupational dwelling vying for the 
last available place the tie-breaker of a random lottery (independently verified) will be used. Parents 
applying under this criterion must provide proof that the home address submitted, whether owned or 

http://www.hertfordshire.gov.uk/media-library


rented, is the permanent residence of the applicant. This proof must include the following three 
documents: 

 An original Child Benefit Annual Statement; and 

 The most recent Council Tax statement; and 

 An original utility bill, not older than three months from the date of application. 
 

These documents should be sent to the Clerk to the Admissions’ Committee, Mount Grace School, 
Church Road, Potters Bar, EN6 1EZ. 
 
Applicants who are living in rented accommodation must also provide: 

 A signed tenancy agreement of at least 12 months showing the start date of your tenancy. 
 

If a family is in the process of moving home applicants must provide: 

 A solicitor’s letter confirming that contracts have been exchanged and giving the date of completion; 
or 

 A signed tenancy agreement of at least 12 months showing the start date of your tenancy.  
 

New addresses will only be considered up to the date when applications under the Hertfordshire County 
Council Coordinated Scheme close. The school reserves the right, at a later stage, to require evidence 
that the child is living at the new address. 
 
All documentation will be returned after checking. Without this documentary proof the school will be 
unable to consider applicants under this criterion. The governing body reserves the right to withdraw a 
place, or an offer of a place, if incorrect or misleading information is given. In such cases siblings of that 
child will have no right of admission to the school under criterion 3.  
 
Note 5: Aptitude in Music 
All applicants for places under Rule 5 must take a practical assessment of aptitude in Music. The 
assessment of aptitude may be taken by any child in Year 6 who is due to transfer to secondary school. It 
will take place in the Autumn Term before the admission year. A child with an aptitude in Music is one 
who is identified as being able to benefit from teaching in Music and who demonstrates a particular 
capability to succeed in Music. The assessment will be for aptitude in Music and will not be concerned 
with ability, prior learning or experience in Music, or any other aptitude. Full details of the assessment 
may be obtained by contacting the Clerk to the Admissions’ Committee, Mount Grace School, Church 
Road, Potters Bar, EN6 1EZ. Parents wishing to make an application under this criterion must complete 
the Supplementary Information Form for Aptitude in Music and return it to the school. Those unable to 
attend on the date set by the school for the assessment due to compelling reasons will be offered one 
alternative date.  
 
 
 
 
 
 
 
 
 
 

 
 
 
 



Mount Grace School – Aptitude in Music Assessment 
 
If you wish for your child to have the opportunity to apply to Mount Grace School for a September 2019 
place under the aptitude in music criteria (Rule 5); then they will be required to sit the Aptitude in Music 
Assessment. 
 
In order to register for the assessment, parents / carers must complete and submit the Supplementary 
Information Form for Aptitude in Music to the school no later than 12pm on Monday, 24th September 
2018.  The assessment will take place on Saturday, 29th September 2018 and all applicants will be 
notified in writing on the exact timings of the assessment no later than Wednesday, 26th September 
2018.  One alternative date will be offered to those unable to attend the assessment due to compelling 
reasons.  
 

Please note the assessment is designed to discover signs of talent and interest and will not be concerned 
with ability, prior learning or experience in music, or any other aptitude. 
 
Assessment Part 1 
The first part of the assessment will last for approximately 30 minutes and will consist of questions 
involving five elements: Melody, Dynamics, Tempo, Texture and Rhythm.  
 
Melody: Applicants listen to a short melody and identify it from a choice of four written melodies.  
 
Dynamics:  Applicants to identify changes in dynamics within a short extract of music. 
 
Tempo: Applicants to identify changes in tempo within a short extract of music.  
 
Texture: Applicants listen to extracts of music and identify either the number of parts playing or changes 
in the number of parts.  
 
Rhythm: Applicants listen to two extracts of music and identify whether the rhythm has changed or 
remains the same.   
 
All answers will be through multiple choice. 
 
Assessment Part 2 
There will be a short test in pattern spotting using linguistic patterns.  
 
Applicants will be informed of their results in writing by Friday, 12th October 2018.  After this date, any 
applicant wanting to further their application for a place at Mount Grace School under the aptitude in 
music criteria, must submit their Common Application Form (CAF) to their home Local Authority by 
Wednesday, 31st October 2018 stating Mount Grace School as one of their preferences.  
 

 

 

 



Mount Grace School 
Supplementary Information Form – Aptitude in Music 

 

Personal Details 
 

Student’s  
First Name: 

 
 
 

Student’s 
Surname: 

 
 

Home Address:  
 
 
 

 
 
 
 
 

Current School: 
 

 
 
 
 

Parent/Carer’s  
First Name: 

 
  
 

Parent/carer’s 
Surname:  

 

Daytime Telephone:  
 
 
 

Evening Telephone: 
 

 
 
 
 

Email Address: 
 

 
 
 
 

Signed  

(Parent/Carer): 

 

 

 

Please print name in 
full: 

 

 

 

Date:  

 

 

 
 



Mount Grace School – Admission Rules for Sixth Form 2019/20 
 
 

Admissions Criteria 
 
The Governing Body has a published admission number of 150 for entry into Year 12.  
Admission to the Sixth Form will be for any student who meets the minimum academic 
standards as set out in the Sixth Form prospectus. 
 
We operate an open access policy.  All Mount Grace Year 11 students who apply, are eligible 
for a place in the Sixth Form if they achieve the required entry criteria.  Students in Year 11 
at other institutions wishing to enter Mount Grace Sixth Form will need to fulfil the same 
entry criteria. 
 
Special Educational Needs 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to admit a child with a statement of special educational needs that names their 
school. 
 
When applications exceed the number of places available, the following criteria will be 
applied in the order of priority set out below, to decide which students to admit: 
 
Rule 1: Applicants who are Children Looked After or who were Looked After; 
Rule 2: All other applicants. 
 
Tiebreaker:  In the event that two or more applicants are equally entitled to a place, then an 
offer will be made to the applicant living closer to the school at the time of application. 
 
Distances are measured using a computerised mapping system to two decimal places.  The 
measurement is taken from the Address Base Premium address point of your child’s house 
to the address point of the school.  Address Base Premium data is a nationally recognised 
method of identifying the location of schools and individual residences. 
 
If an application is refused, there is a statutory right of appeal.  Further details of the appeal 
procedure will be provided with the letter explaining why the application has been refused.  
Appeals against non-admissions may be lodged by the parent, or the student. 
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ADMISSIONS POLICY YEAR OF ENTRY 2019-2020 
 

RECEPTION YEAR 
 
INTRODUCTION 
 
Nash Mills Primary School is a Voluntary Aided Church of England School within the Diocese of 
St Albans. The Governing Body of the school is the admission authority.  The Governors will 
admit up to the admission number of 30 children into the Reception year. The Governing Body 
is required to abide by the maximum limits for infant classes (5, 6 and 7 year olds), i.e. 30 pupils 
per class. It is the policy of the Governors that classes shall remain at 30 or below throughout 
the school. 
 
The Local Authority (LA) operates an agreed co-ordinated admissions scheme in line with 
government legislation. The LA will manage 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. The Governors co-operate with the Hertfordshire’s 
Fair Access Protocol for children who are hard to place. 
 
The closing date for admission application forms to be received by the home LA is as advertised 
by that authority.  Information on completing the ‘online’ application and notification dates of 
admission decisions are published in the Local Authority Admissions booklet, which is also 
available from their website.  
 
All applications must be made on the home Local Authority Common Application Form.   
Parents/carers are requested to complete our Church Attendance Form if they wish their 
application to be considered under Category 3  and return it to the school office by the date 
given.  If this is not completed the Governing Body will apply their admission arrangements 
using the information submitted on the LA Application Form only, which may result in your 
application being given a lower priority. 
 
The school provides for the admission of all successful applicants who have reached their 4th 
birthday by the beginning of September 2019.  However, please note the following: 
 
a)  These arrangements do not apply to our Nursery intake. 
b)  Parents of children currently in our Nursery must re-apply for a place in the Reception class. 
c)  Attendance at our Nursery does not guarantee a place in Reception. 
d)  The child’s parents can defer the date their child is admitted to the school until later in 
the school year but not beyond the point at which they reach compulsory school age and 
not beyond the beginning of the final term of the school year for which it was made. 



            
 

e)  Where parents wish, children may attend part-time until later in the school year but not 
beyond the point at which they reach compulsory school age. 
 
f)  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 an application for a place in Y1 would 
need to be made. This would be dealt with an as in-year application. 
g) 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. 
 
An application would need to be made in the normal admissions round for Reception in the year 
they wish their child to join where this application will be considered alongside all other 
applications. 
 
The statutory right to appeal does not apply if parents are offered a place at the school but 
not in their preferred age group  
 
Please note that the information in this policy is correct for the year shown. Policies for future 
years may well be different. 
 
HOW PLACES ARE OFFERED. 
 
Children who have a Statement of Special Educational Needs or Education, Health and Care 
Plan in which this school is named, will be offered a place at the school.   
 
After the closing date for applications, in the event of there being more applications than 
available places, the following oversubscription criteria will be applied, by the Admission 
Committee of the Governing Body, in the following order: 
 
Category 1  Children in public care (Children Looked After).  All ‘Looked After’ children or 

children who were previously ‘Looked After’ but immediately after being ‘Looked 
After’ became subject to an adoption, child arrangement or special guardianship 
order. This must be accompanied by a letter and documentary evidence from the 
child’s social worker, advisory teacher or other relevant professional. Please refer 
to Definitions on the following page. 

 
Category 2 Children who, at the time of admission, have siblings permanently residing at the 

same address who attend Nash Mills C of E School. In the event of joint custody 
being awarded, the address should be the child’s current permanent address at 
the time of application. See Definitions. 

 
Category 3 Children whose parents/guardians have, at the time of application, shown 

commitment to the Church of England or another Christian Church by attending a 
service at least once per calendar month for the year prior to the application 
being made and who live within 1.5 km of the school. Applicants in this category 
will need to complete the SIF and ask their priest or minister to complete the 
Clergy Form. See Definitions. 



            
 

 
Category 4 Any other children.  See Definitions. 
 
If any category is oversubscribed after all factors have been considered, the places will be 
determined in that category according to the proximity of the child’s permanent home address to 
the school, measured as described in the LA’s Admissions literature and website. 

Distance Measurements  
Hertfordshire County Council’s ‘straight line’ distance measurement system is used for 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 using a computerised mapping system. 
 
Tie Break 
In the event of a need for a tie-breaker where two different addresses measure the same 
distance from the school, in the case of a block of flats for example, the lower door number will 
be deemed to be nearest.  
 
Twins/Multiple Births 
Every effort will be made to accommodate twins and other “multiple birth” applications. Where 
the 30th child admitted is a twin or multiple birth, the other twin or sibling will be admitted as an 
exception to the infant class size rule. 
 
Definitions 
In respect of the following categories, the Governors use the same definitions as Hertfordshire, 
set out in their admissions literature and website. 
 
Category 1    Children in public care (Children Looked After).   

  
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 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 child arrangement 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 – All children adopted from care who are of compulsory school age are eligible for 
admission under Category 1. 
 



            
 

Child Arrangement Order – under the terms of the Children and Families Act 2014, section 14 
defines a child arrangement 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 1989, 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. 
  
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.   

 
Category 2   Sibling 
  A sibling is defined as a sister/brother, half sister/brother, adopted brother 

or sister, looked after or previously looked after child, or a child of the 
parent/carer or partner, who lives in the same house (as the child for 
whom the application is being made) from Monday to Friday at the time of 
this application.  To obtain a school place under the ‘sibling rule’, the older 
sibling must still attend the school at the time the younger child joins the 
school. 

 
Category 3  Christian Church 

The Governors define a Christian Church to be one which is a member of 
Churches Together in England, the Evangelical Alliance or Affinity. 

 
  
Category 4  Home address 

 If a child lives at more than one address (for example due to a 
separation), the address you use should be the one which the child lives 
at most of the time.  Only one address can be used.  If a child lives at two 
addresses equally, the address of the parent/carer that claims the Child 
Benefit/Child Tax Credit will be considered as the child’s main residence.  
If you are not in receipt of Child Benefit/Tax Credit, alternative 
documentation will be requested.  

 
Please note that evidence of permanent residency at the quoted address may be sought. 
 
 
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. Parents wishing to appeal who applied through 
Hertfordshire’s online system should log into their online application and click on the link 
’register an appeal’. Out of county residents and paper applicants should call the  Customer 
Service Centre on 0300 123 4043 to request their registration details and log into 
www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals system”. 
 For In-year applications, parents wishing to appeal should contact the school directly in the first 
instance. 

http://www.hertfordshire.gov.uk/schoolappeals


            
 

 
Continuing Interest (waiting) list and In-Year applications 
In the event of more applications than available places the Governors will maintain and manage 
a continuing interest list (waiting list). Continuing Interest Forms are available from the School 
and should be returned to the School office. These and late applications will go onto this list in a 
position determined by the criteria. If a place becomes available in the school it will be offered to 
the child who best meets the published admission rules at the time of the place becoming 
available.  Parents are requested to inform the Governors if they wish their child’s name to be 
removed.  
 
Primary Timescale Dates 
 
Deadline for receipt of all applications:  15 January 2019 
National allocation day: 16 April 2019 
Parents/carers to accept/reject offer online: 30 April 2019 
Deadline for registering an appeal: tbc 
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Clergy Form 2019-2020 

 
This parents/guardians of the child named below have applied for a place at Nash Mills C of E 
School and have given your name as a referee.  
Would you kindly complete and return this form to the address above or return by e-mail 
to admin@nashmills.herts.sch.uk. 
Thank you for your assistance.  
 
Name of Parents: 
 
Name of Child:          
                                                          Date of Birth: 
Permanent address of child: 
 
 
Name and address of place of worship: 

Name and contact details for priest/minister 
 
 
 
Is your church Anglican?(Please circle)                        Yes             No 
 
If no, is your church either a full or associate member of Churches Together in Britain  
and Ireland, or/and the Evangelical Alliance or Affinity?  (Please circle below) 
 
Full member/ Associate member 
 
Has the family worshipped at your church at least once per calendar month for the year prior to the 
application being made?   
                                                      YES / NO 
 
Signature of Minister/incumbent: 
 
 
Date 
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Church Attendance Form 
for Admissions 2019/2020 

Child’s Details 
Last Name: 
 
 

Forenames: 

Date of Birth: 
 

Boy / Girl: 

Address: 
  
 
 
Postcode: 
 

Details of Parents / Guardians 

Name: 
 

Name: 

Telephone daytime: 
 
Email: 
 
 

Telephone daytime: 
 
Email: 

Relationship to child: 
 

 Relationship to child: 

 
     Children whose parents have, at the time of application, shown commitment to the Church 

of England or another Christian Church, by attending a service at least once per calendar 
month for the year prior to the application being made, and who live within 1.5 km of the 
school.  Applicants in this category will need to ask their priest or minister to complete 
the separate Clergy Form.  Applicants in this category will need to ask their priest or 
minister to complete the separate Clergy Form. See Definitions. 

 
 
 
 
 
 
 

     Name and Address of Church: 
 
 
 
Parent  / guardian signature: 
 
 

Date: 
  

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


 



Secondary 

NICHOLAS BREAKSPEAR CATHOLIC SCHOOL ADMISSION POLICY 2019/20 

Nicholas Breakspear Catholic School was founded by the Catholic Church to provide 
education for children of Catholic families. Whenever there are more applications than 
places available, priority will always be given to Catholic children in accordance with the 
oversubscription criteria listed below. The school is conducted by its Governing Body as 
part of the Catholic Church in accordance with its trust deed and seeks at all times to be a 
witness to Our Lord Jesus  Christ. 

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 be fully 
supported by all families in the school. We therefore hope that all parents will give their 
full, unreserved and positive support for the aims and ethos of the school. This does not 
affect the right of an applicant who is not Catholic to apply for and be admitted to a place 
at the school in accordance with the admission arrangements. 

The Governing Body is the admissions authority and has responsibility for admissions to 
this school. The local authority undertakes the co-ordination of admission arrangements 
during the normal admission round (excluding admission to Year 12). The Governing Body 
has set its admission number at 180 pupils to Year 7 which begins in September 2019. 

Admission to the Sixth-Form 

The school operates a sixth form for a total of 250 pupils. 125 places overall will be 
available in Year 12. While the admission number is 125, if fewer than 125 of the school’s 
existing pupils transfer into Year 12, additional external pupils will be admitted until Year 
12 meets its capacity of 125. 

Both internal and external pupils wishing to enter the sixth form will be expected to have 
met the same minimum academic entry requirements for the sixth form. These are that 
pupils will have achieved at least 34 points average APS score. (This is an average score of 
the student’s top 8 grades including English and Maths) 

In addition to the sixth form’s minimum academic entry requirements pupils will need to 
satisfy minimum entrance requirements to the courses for which they are applying. If 
either internal or external applicants fail to meet the minimum course requirements, they 
will be given the option of pursuing any alternative courses for which they do meet the 
minimum academic requirements. Course requirements are published annually in the 
school’s prospectus and on its website. 

When Year 12 is undersubscribed all applicants meeting the minimum academic entry 
requirements will be admitted or permitted to progress. 

 
When there are more external applicants that satisfy any academic entry requirements, priority will 
be given in accordance with the oversubscription criteria set out below. 
 

Pupils with an Education, Health and Care Plan or a Statement of Special Educational 
Needs (see note 1) 

The admission of pupils with a statement of Special Educational Needs or an Education, 
Health and Care Plan is dealt with by a completely separate procedure. Children with an 



Education, Health and Care Plan that names the school, must be admitted. Where this 
takes place before the allocation of places under these arrangements, this will reduce the 
number of places available to other children. 

Oversubscription Criteria 

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

1. Catholic looked after and previously looked after children. (see notes 2&3) 

2. Baptised Catholic children who are resident in the deaneries of St Albans, Stevenage, 
Lea Valley, Watford, Enfield and Barnet  

3. Other Baptised Catholic children. (see note 3) 

4. Other looked after and previously looked after children. (see note 2) 

5. Catechumens and members of an Eastern Christian Church. (see notes 4&5) 

6. Children of other Christian denominations whose membership is evidenced by a 
minister of religion. (see note 6) 

7. Children of other faiths whose membership is evidenced by a religious leader. (see 
note 7) 

8. Any other children – for the past four years, Governors have admitted children from all 
categories 

Within each of the categories listed above, the following provisions will be applied in the 
following order. 

(i) Where evidence is provided at the time of application of an exceptional social, 
medical or pastoral need of the child which can most appropriately be met at this 
school, the application will be placed at the top of the category in which the 
application is made. (see note 10) 

(ii) The attendance of a brother or sister at the school at the time of enrolment will 
increase the priority of an application within each category so that the application 
will be placed at the top of the category in which the application is made after 
children in (i) above (see note 8). 

 
 

Tie Break 

Priority will be given to children living closest to the school determined by the shortest 
distance. Distances are calculated on the basis of a straight-line measurement between 
the front door of the child’s home address (including the community entrance to flats) 
and the main entrance of the school as measured by the HCC’s distance measurement 
criteria which is the straight line measurement provided by Hertfordshire County council’s 
GIS system as outlined in the Moving on/ under 11’s publication. 

 In the event of distances being the same for two or more children where this would 
determine the last place to be allocated, random allocation will be carried out and 
supervised by a person independent of the school. All the names will be entered into a 
hat and the required number of names will be drawn out. 



Application Procedures and Timetable 

To apply for a place at this school in the normal admission round, you must complete an 
online Application Form (excluding admission to Year 12) available from the local 
authority in which you live. You are also requested to complete the Supplementary 
Information Form attached to this policy if you wish to apply under oversubscription 
criteria 1 to 3 or 5 to 7. The Supplementary Information Form should be returned to 
Nicholas Breakspear Catholic School Admissions, Colney Heath Lane, St Albans, AL4 0TT 
by the 31st October 2018. 

You will be advised of the outcome of your application on 1st March or the next working 
day by the local authority on our behalf. If you are unsuccessful (unless your child gained 
a place at a school you ranked higher) you will be informed of the reasons, related to the 
oversubscription criteria listed above, and you have the right of appeal to an independent 
appeal panel.  

For Sixth Form admissions, the application window will open 15th November 2018 and 
close 30th January 2019. Applications should be returned to Mr Laing, Head of Sixth Form. 
Please note for Sixth Form applications, students will receive their decision by 30th August 
2019. 

If you do not provide the information required in the SIF and return it by the closing 
date, together with all supporting documentation, your child will not be placed in 
criteria 1 to 3 or 5 to 7, and this is likely to affect your child’s chance of being offered a 
place. 

All applications which are submitted on time will be considered at the same time and 
after the closing date for admissions which is 31st October 2018 
Late Applications 

Late applications will be administered in accordance with your home Local Authority 
Secondary Co-ordinated Admissions Scheme. You are encouraged to ensure that your 
application is received on time. 

 

Admission of Children outside their Normal Age Group 
 

A request may be made for a child to be admitted outside their normal age group, for 
example if the child is gifted and talented or has experienced problems such as ill health. 

Any such request should be made in writing to the Admissions Secretary at the same time 
as the admission application is made. The Governing Body will make its decision about the 
request based on the circumstances of each case and in the best interests of the child. In 
addition to taking into account the views of the head teacher, including the Headteacher’s 
statutory responsibility for the internal organisation, management and control of the 
school, the Governing Body will take into account the views of the parents and of 
appropriate medical and education professionals, as appropriate. 

Waiting Lists 

In addition to their right of appeal, unsuccessful children will be offered the opportunity 
to be placed on a waiting list. This waiting list will be maintained in order of the 



oversubscription criteria set out above and not in the order in which applications are 
received or added to the list. Waiting lists for admission will operate throughout the 
school year. The waiting list will be held open until the 20th July 2020. 

Inclusion in the school’s waiting list does not mean that a place will eventually become 
available. 

In-Year Applications 

An application can be made for a place for a child at any time outside the admission round 
and the child will be admitted where there are available places. Application’s should be 
made to the school by contacting the Admissions Secretary at Nicholas Breakspear 
Catholic School, Colney Heath Lane, St Albans, AL4 0TT. 

Where there are places available but more applications than places, the published 
oversubscription criteria, as set out above, will be applied. 

If there are no places available, the child will be added to the waiting list (see above). 

You will be advised of the outcome of your application in writing, and you have the right 
of appeal to an independent appeal panel. 

Fair Access Protocol 

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 
admission round the Governing Body is empowered to give absolute priority to a child 
where admission is requested under any locally agreed protocol. The Governing Body has 
this power even where admitting the child would mean exceeding the published 
admission number. 

The Governing Body reserves the right to withdraw the offer of a place or, where a child 
is already attending the school or the place itself, where it is satisfied that the offer or 
place was obtained by deception. 

 
 

Notes (these notes form part of the oversubscription criteria) 

1. An Education, Health and Care Plan is a plan made by the local authority under section 
37 of the Children and Families Act 2014, specifying the special educational provision 
required for a child. 

2. A ‘looked after child’ has the same meaning as in section 22(1) of the Children Act 
1989, and means any child who is (a) in the care of a local authority or (b) being 
provided with accommodation by them in the exercise of their social services 
functions (e.g. children with foster parents) at the time of making application to the 
school. 

A ‘previously looked after child’ is a child who was looked, but ceased to be so 
because he or she was adopted, or became subject to a child arrangements order or 
special guardianship order. 

3. ‘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 child 
who is part of a Catholic family where a letter from a priest 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). 

For a child to be treated as Catholic, evidence of baptism or reception into the Church 
will be required. Those who have difficulty obtaining written evidence of baptism 
should contact their Parish Priest who, after consulting with the Diocese, will decide 
how the question of baptism is to be resolved and how written evidence is to be 
produced in accordance with the laws of the Church. 

4. ‘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. 

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

6. “Children of other Christian denominations” means children who belong to other 
churches and ecclesial communities which, acknowledge God’s revelation in Christ, 
confess the Lord Jesus Christ as God and Saviour according to the Scriptures, and, in 
obedience to God’s will and in the power of the Holy Spirit commit themselves: to 
seek a deepening of their communion with Christ and with one another in the Church, 
which is his body; and to fulfil their mission to proclaim the Gospel by common 
witness and service in the world to the glory of the one God, Father, Son and Holy 
Spirit. An ecclesial community which on principle has no credal statements in its 
tradition, is included if it manifests faith in Christ as witnessed to in the Scriptures and 
is committed to working in the spirit of the above. 

All members of Churches Together in England and CYTÛN are deemed to be included 
in the above definition, as are all other churches and ecclesial communities that are in 
membership of any local Churches Together Group (by whatever title) on the above 
basis. 

 
 

7. “Children of other faiths” means children who are members of a religious community 
that does not fall within the definition of ‘other Christian denominations’ at 6 above 
and which falls within the definition of a religion for the purposes of charity law. The  
Charities Act 2011 defines religion to include: 

 A religion which involves belief in more than one God, and 

 A religion which does not involve belief in a God. 

Case law has identified certain characteristics which describe the meaning of religion 
for the purposes of charity law, which are characterised by a belief in a supreme being 
and an expression of belief in that supreme being through worship. 

8. ‘brother or sister’ includes: 

(i) all natural brothers or sisters, half brothers or sisters, adopted brothers or sisters, 
stepbrothers or sisters, foster brothers or sisters, whether or not they are 
living  at the same address; and 



(ii) the child of a parent’s partner where that child lives for at least part of the week in 
the same family unit at the same address as the applicant. 

9. A ‘parent’ means all natural parents, any person who is not a parent but has parental 
responsibility for a child, and any person who has care of a child. 

10. To demonstrate an exceptional social, medical or pastoral need of the child which can 
be most appropriately met at this school, the Governing Body will require compelling 
written evidence from an appropriate professional, such as a social worker, doctor or 
priest. 

 

Pupils with an Education, Health and Care Plan (see note 1) 

The admission of pupils with an Education, Health and Care Plan is dealt with by a 
completely separate procedure. Children with a Statement of Special Educational Needs 
or Education, Health and Care Plan that names the school must be admitted. Where this 
takes place before the allocation of places under these arrangements this will reduce the 
number of places available to other children. 

 
 
 
 



      Diocese of Westminster                 
                                          Catholic Secondary Schools   
                           Supplementary Information Form 2019-2020 
 

Name and Address of School:   Nicholas Breakspear Catholic School, Colney Heath Lane, 
St Albans, Herts, AL4 0TT.  Tel No: 01727 860079; Fax No: 01727 848912 
 Email: admin@nbs.herts.sch.uk; Website: www.nbs.herts.sch.uk 

   
Child’s Details 

 
 
 
 
 
 
 
 
 

Parent/Carer Details 

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

 

Address: 

Telephone numbers: Home  - 

                                  Mobile -  

Email address - 

 

Alternative contact details: 
Name: 

 

Address: 

Telephone numbers: Home  - 

                                  Mobile -     

Email address - 

 

   
Details of Religion 

Religion of child: 
(Please tick) 

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

Other faith 

Catholic Parish you live in:  

Church where child was baptised and date of 
baptism: (baptism certificate required) 
 

 

Child’s Surname: 

Child’s Christian or other first name: 

 

Home Address: Date of Birth: 

  

 Postcode: 

mailto:admin@nbs.herts.sch.uk


 
Name and position of priest or religious 
leader: 
(where appropriate) 

 

 
Names of brothers or sisters at this school: 
 

  

Name    

 

Class or Year Group 

 
Is your child ‘looked after’ by the Local 
Authority, adopted having previously been 
‘looked after’ or subject to a ‘child 
arrangements’ or special guardianship order? 
(Please circle) 

 

 

YES                         NO 

 

Does your child have exceptional medical, pastoral or social needs that can only be met by 
attendance at this school? Please circle.  (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: 

 Applicants from other Christian denominations and other faiths may attach a letter from their 
minister or religious leader confirming membership of the faith. 

 
 You must complete your local authority’s eAdmissions Application Form by the closing date.  If you 

do not do this you will not be offered a place. 
 

Checklist: 
Have you enclosed?  Copy of baptism certificate (where necessary) 
   Evidence of exceptional need (where appropriate) 
 
Have you completed your local authority’s on line Application form?  
 
This form MUST be returned to your chosen school by no later than 31st October 2018. 



 
 
 
 
 
 
 
The Nobel School - Admissions statement 2019 
   
The published admission number for Nobel school is 240 students each year. 
 
In January 2017, The Nobel School became a foundation school.  As part of this change of status, 
the school has taken a greater role in the admissions process.  Currently, the various different 
stages of the admissions process are handled in the following ways: 
 

• Transition from primary (KS2) to secondary (KS3) and all administration of the application, 
allocation into Year 7 and all appeals are arranged by the Local Authority in accordance 
with the ’Schools Admissions Code’; 

• In-year admissions for years 7-11 are dealt with by the school in accordance with the 
’Schools Admissions Code’; 

• Transition from Year 11 into the 6th Form is also dealt with by the school in accordance with 
the ’Schools Admissions Code’. 

 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs, or a child with an EHC (Education, 
Health and Care) Plan that names the school.  Qualifying children will be admitted as part of the 
school’s PAN but before the oversubscription criteria re used. 

If the school has more vacancies than applications, a child will be offered a place. If the school has 
more applications than places available, the admission rules are used to decide the order that 
applicants are offered places. 

Rule 1: children looked after Children looked after and children who were previously looked 
after, but ceased to be so because they were adopted (or became subject to a child 
arrangements order¹  or a special guardianship order²). 

Rule 2: medical or social Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the school. 

Rule 3: sibling Children who have a sibling at the school at the time of application, unless the 
sibling is in the last year of the normal age-range of the school. 

  Rule 4: Children of Staff Children of permanent members of staff who are: 
a) directly employed by The Nobel School and 
b) will have been employed at the school for a minimum of two years at the time the applicant 

would be admitted to the school or have been recruited to fill a vacant post for which there 
is a demonstrable skills shortage, such shortage to be determined at the Headteacher’s 
absolute discretion 



Rule 5: in priority area, child's nearest school Children who live in the priority area for whom 
Nobel is their nearest Hertfordshire maintained school or academy that is non-faith, co-
educational and non-partially selective.   
 
Currently the priority area is defined as:  Aston, Benington, Datchworth, Graveley, Great Ashby, 
Knebworth, Stevenage and Walkern. 
 
Rule 6: in priority area, living closest to school Children who live in the priority area who live 
closest to the school. 

Rule 7: outside priority area, living closest to school Children living outside the priority area 
on the basis of distance, with those living closest to the school given priority. 

Tiebreaks: 
Admission rules are applied in the order listed above. If more children qualify for a school place 
under a particular rule than there are places available, a tiebreak will be used. That means the 
next rule will be applied to those children.  A tiebreak will also be used if 2 applications have 
addresses that measure the same distance from a school. 
 
For example, if 2 applications had identical home to school distance measurements, a random 
tiebreak would be used to decide which applicant is offered a place.  
 
Fair Access 
The school participates in the Hertfordshire County Council’s Fair Access Protocol and  will admit 
children under this protocol  before those on continuing interest, and over the Published Admission 
Number (PAN) if required. 
 
 
Admission arrangements for entry into Year 7 in September 2019 
 
To apply for a place at The Nobel School, you must complete the Hertfordshire Council’s 
Secondary Transfer Form. The School participates in the Local Authority Co-ordinated 
Admissions Scheme.  
 
Application information is available from the Local Authority and applications can be made online 
at www.hertfordshire.gov.uk/admissions. An application for a place at Nobel will not be accepted 
unless the Secondary Transfer Form is returned to the address stated on the form by the date 
specified. The school does not have an additional Supplementary Information Form.  
 
Confirmation of acceptance  
Parents must confirm their acceptance of the offer of a place within two weeks. After this time the 
place can be withdrawn. 
 
The rules and arrangements that are applied by the local authority on our behalf for over 
subscription are also detailed in the section below for in year admissions. 
 
Continuing Interest Lists 
After places have been offered, the school’s continuing interest (waiting) list will be maintained by 
Hertfordshire County Council. A child’s position on the CI list will be determined by the admission 
criteria outlined above and a child’s place on the list can change as other children join or leave it. 
The county council, on behalf of the school’s governing body, will contact parents/carers if a 
vacancy becomes available and it can be offered to a child. Continuing interest lists will be 
maintained until the summer term (date to be confirmed). To retain a CI application after this time, 
parents must make an In Year application.” 



 
 
Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details, log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 
system. 
 
Parents wishing to appeal for an in-year application, we will write to you with the outcome of your 
application and, if you have been unsuccessful, the county council will write to you with registration 
details to enable you to login and appeal online at www.hertfordshire.gov.uk/schoolappeals 
 
 
In-year admissions 
The same rules as mentioned above apply for all in-year admissions.  To apply for a place please 
contact the school to request an application form. 
 
Continuing interest (CI): 
The Nobel School will keep a continuing interest list (a waiting list) for all year groups and when 
places become available it will allocate places based on the published criteria.   
A child’s position on a continuing interest list will be determined by the admission rules outlined 
below. A child’s place on the list can change as other children join or leave it.  The school will 
contact parents or carers if a vacancy becomes available and it can be offered to a child.    
 
Continuing interest lists are kept for every year group until the end of the summer term, at which 
point the school writes to ask parents to confirm their continuing interest 
 
Process of In-year Admission: 
Once a place has been offered, the pack, Appendix 2 is completed by parents and the family 
invited to an admissions meeting with the relevant Head of Year.  The family will meet the Student 
Support Officer, agree timetables and start dates.  The date of starting is determined by the time 
taken for families to complete the relevant paperwork, securing uniform and, where a family is 
moving into the area, fixed moving dates. 
 
On arrival at school for the first day of education, the SEND and pastoral staff administer 
academic tests to support the correct placement of students into teaching groups. 
 
 
EXPLANATORY NOTES  
(The same rules apply for admission into year 7 and In-Year admissions) 
 
 
Rule 1 
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 rule 1.  
 

http://www.hertfordshire.gov.uk/schoolappeals
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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)  
 
All children adopted from care who are of compulsory school age are eligible for admission under 
rule 1. 
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.  
 
 
Rule 2  
 
Rule 2 applications will only be considered at the time of the initial application, unless there has 
been a significant and exceptional change of circumstances within the family since the initial 
application was submitted.  
 
All schools in Hertfordshire have experience in dealing with children with diverse social and 
medical needs. However in a few very exceptional cases, there are reasons why a child has to go 
to one specific school.  
 
Few applications under Rule 2 are agreed.  
 
All applications are considered individually but a successful application should include the 
following:  
 

a) Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or  
 

b) Professional evidence that outlines exceptional family circumstances making clear why only 
one school can meet he child’s needs.  
 

c) If the requested school is not the nearest school to the child’s home address clear reasons 
why the nearest school is not appropriate.  

 
d) For medical cases – a clear explanation of why the child’s severity of illness or disability 

makes attendance at only a specific school essential.  
 
Evidence should make clear why only one school is appropriate.  
 
Applications under Rule 2 can only be considered when supported by a recent letter from a 
professional involved with the child or family, for example a doctor, psychologist or police officer. 
The supporting evidence needs to demonstrate why only one named school can meet the 
social/medical needs of the child.  
 



Applications for children previously “looked after” but not meeting the specific criteria outlined in 
Rule 1, may be made under this rule.  
 

Further details on the Rule 2 process can be found in the Rule 2 protocol. 
 
Rule 3  
Sibling: A 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 must be on the roll of the named school at the time the younger child starts or have been 
offered and accepted a place.  
 
If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 
 
Rule 4 
A permanent member of staff means a member of staff directly employed by the school who has 
been employed by the school for a minimum of two years at the time the applicant would be 
admitted to the school.   
 
A demonstrable skills shortage will be determined by the Headteacher based on national and local 
subject shortages.  Posts which have been filled by agency staff, may be included in this category. 
 
Rule 5: Children who live in the priority area for whom it is their nearest Hertfordshire maintained 
school or academy that is non-faith, co-educational and non-partially selective.  
Note: Non-partially selective means that the school does not offer any places based on academic 
ability.  
 
Rule 6: Children who live in the priority area who live nearest to the school.  
 
Rule 7: Children living outside the priority area on the basis of distance, with those living nearest 
to the school given priority.  
 
These rules are applied in the order they are printed above. If more children qualify under a 
particular rule than there are places available, a tiebreak will be used by applying the next rule to 
those children.  
 
Tie break  
When there is a need for a tie break where two different addresses are 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 logically this will be on the ground floor and therefore closer. If there are two identical 
addresses of separate applicants, the tie break will be random. Every child entered onto the HCC 
admissions database has an individual random number assigned, between 1 and 1 million, against 
each preference school. When there is a need for a final tie break the random number is used to 
allocate the place, with the lowest number given priority.  
 
Multiple births  
The Governing Body will admit over the school’s published admission number when a single 
twin/multiple birth child is allocated the last place at a school.  
 
Home address  
The address provided must be the child’s current permanent address at the time of application. ‘At 
the time of application’ means the closing date for applications. “Permanent” means that the child 

https://www.hertfordshire.gov.uk/media-library/documents/schools-and-education/admissions/admissions-rule-2-process-document.pdf


has lived at that address for at least a year and/or the family own the property or have a tenancy 
agreement for a minimum of 12months.  
 
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.  
 
If two different applications are received for the same child from the same address, e.g. containing 
different preferences, the application from the parent in receipt of child benefit will be processed if 
the applications cannot be reconciled. 
 
Fraudulent applications  
The Governing Body will do as much as possible to prevent applications being made from 
fraudulent addresses.  
 
Address evidence is frequently requested, monitored and checked and school places will be 
withdrawn when false information is deliberately provided. The Governing Body will take action in 
the following circumstances:  
 

• When a child’s application address does not match the address of that child at their current 
school;  

• When a child lives at a different address to the applicant;  
• When the applicant does not have parental responsibility;  
• 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;  
 Official/public records show an alternative address at the time of application.  

 
• When a child starts at the allocated school and their address is different from the address used 

at the time of application.  
 
Parents/carers will need to show that they have relinquished residency ties with their previous 
property and they, and their child(ren) are permanently residing at the address given on the 
application form. 
 
Home to school distance measurement for purposes of admissions  
Distances are measured using a computerised mapping system. 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. 
 
Definition of “nearest school” for secondary/upper admissions  
The “nearest school” definition for rule 5 is “the nearest Hertfordshire maintained school or 
academy that is non-faith, co-educational, and non-partially selective.  



Note – non-partially selective means that the school does not offer any places based on academic ability. 
 
Children Out of Year Group  
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 Governing Body will decide whether the application will be accepted on the basis of the 
information submitted. The Governing Body make decisions based upon the circumstances of 
each case including the view of parents, the relevant headteacher(s), 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 individual schools.  
 
The same rules apply for admission into year 7 and In-Year admissions 
 



 

 
 
 
 
 
 
 
The Nobel School - Admissions Arrangements for 6th Form 2019 
 
Admission Arrangements for Entry to the Sixth Form in September 2019 
Two types of Level 3 qualification are offered at the Nobel School: Advanced Level and Applied 
General.  Students can study either type of qualification or a combination of the two.  Entry onto 
these courses requires a minimum English grade of 4.      
  
Applications for entry to the Sixth Form  
The school will be consistent in the application of the published admission criteria and in the process 
of considering applications. This is to ensure fairness to all applicants. The criteria are based upon 
our professional judgement of what is required to ensure success on any course followed in our Sixth 
Form.  
 
Students from other schools will be admitted provided they meet the entry requirements and there 
are spaces available. The maximum number of places available in Year 12 is 170; the minimum 
number of these places open to external applicants is 30.  
 
Over-subscription  
In the event that our Sixth Form is over-subscribed by external applicants places will be offered first 
to children in public care (children looked after) and 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) as long as they meet the minimum entry requirement.   After this the decision will be based 
on distance from the school.  
 
  



 

 

The Nobel Sixth Form 
 

External Student Application Form 

 

 

 

 

 

  



 

 

 

Dear Student 

Sixth Form Application - September 2019 

We are delighted that you are interested in joining our sixth form. 

As well as deciding where to study after Year 11 it is important that you choose the 
right programme of study for you. At The Nobel Sixth Form, we will work closely with 
you and your parents to make sure you choose subjects that you will enjoy studying 
and be successful in.  

An application form is attached, together with information on the range of courses on 
offer from September 2018. You will also find details of our student pathways and 
the entry criteria for each one.  More detailed course descriptions can be found on 
the school website.  When you complete the application form it is important to think 
carefully about the subjects you wish to study and the reasons why.  We can then 
discuss this with you when we meet you for a transition meeting.  

Once we have received your application, we will contact you to arrange a meeting to 
discuss your application in more detail. 

If you require any further information, or would like to arrange a tour of the school, 
please do not hesitate to contact us directly either by phone (01438 222600 Ext 210) 
or email to sixthform@nobel.herts.sch.uk.   

We look forward to welcoming you into our sixth form in September 2019. 

Yours faithfully 

 

 

Miss R Cox 

Assistant Headteacher 
Head of KS5   



 

 

 

 

Timetable for External Applications 

 

Wednesday 1 November 2018 External applications open – please 
note that last year we had a large 
number of applications and we advise 
that you adhere to the closing date 
given below. 
 

Monday 26 February 2019 Closing date for external applications. 
 

During late March and April 2019 External Initial Student Transition 
Meetings – provisional offers made, 
subject to meeting entrance 
requirements. 
 

Monday 2 July / Tuesday 3 July 2019 Sixth Form Induction and A-Level 
Taster Lessons (compulsory) 
 

August 2019 GCSE exam results released.  Students 
confirm grades and options at Nobel 
 

September 2019 Students meeting the entry 
requirements commence their sixth form 
studies.  
 

 



 

 

 

 

Stevenage Sixth is a partnership of The Barclay School, Barnwell School, Marriotts School and The Nobel School. 
Please return this completed application form to 

Miss Rebecca Cox, Head of Key Stage 5, The Nobel School, Mobbsbury Way, Stevenage, SG2 0HS 

  

By completing this application form you are applying to become a member of the Nobel Sixth Form.  
Nobel is part of Stevenage Sixth, a consortium formed of The Barclay School, Barnwell School, Marriotts 
School and The Nobel School, designed to deliver the very best in post-16 education.   

Please complete and return this application to The Nobel Sixth Form Office. 

Forename:  

Surname:  

Title:  

Contact Address:  

 

 

Postcode:  

Contact Telephone No.:  

Contact E-Mail Address:   

Date of Birth:  

Present School:  

 

GCSE/Btec Subject: Estimated Grade GCSE/Btec Subject: Estimated Grade 
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Stevenage Sixth is a partnership of The Barclay School, Barnwell School, Marriotts School and The Nobel School. 
Please return this completed application form to 

Miss Rebecca Cox, Head of Key Stage 5, The Nobel School, Mobbsbury Way, Stevenage, SG2 0HS 

Preliminary Choices for Level 3 Courses 

Please indicate your choices in ORDER OF PREFERENCE.  All students should choose 3 subjects.  A list of subjects is 
provided at the end of this application form. You will have the opportunity to discuss your final selection at 
interview. To ensure you choose courses from the right pathway, please consult the KS5 curriculum pathways 
document under ‘Courses Available’ on the website. 

1  
 
 
 
 
 

2  
 
 
 
 
 

3  
 
 
 
 
 

4 It may be appropriate for a small number of students to choose 4 subjects for example biology, chemistry, 
physics and maths.  If you wish to study a fourth subject, please indicate this for further discussion at your 
interview. 
 
 
 
 

 

 

Signatures 

Signed (Student)  Date:  

Signed (Parent/Guardian)  Date:  
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Stevenage Sixth is a partnership of The Barclay School, Barnwell School, Marriotts School and The Nobel School. 
Please return this completed application form to 

Miss Rebecca Cox, Head of Key Stage 5, The Nobel School, Mobbsbury Way, Stevenage, SG2 0HS 

 

Subjects Available 2018-2019 
 

 
A LEVEL SUBJECTS  
 

 
OCR Technical and BTEC Subjects              
 

Art & Design History L3 BTEC in Engineering 
Art Graphics Mandarin Chinese OCR Technical in Laboratory Skills 
Art Textiles Mathematics OCR Technical in Business 
Biology Mathematics - Further OCR Technical in Health & Social Care 
Business Studies Mathematics - Core OCR Technical in IT 
Chemistry Media Studies OCR Technical in Digital Media 
Computer Science Music OCR Technical in Sport 
Dance Physical Education  
Drama & Theatre Studies Physics  
Economics Product Design  
English Language & Literature Psychology  

English Literature Religious Studies: Philosophy 
and Ethics 

 

French Sociology  
Geography Spanish  
German   
 
We expect to offer all of the courses listed, subject to demand.  Should any courses be undersubscribed, we reserve the right to withdraw  
them from our curriculum offer.   Should this be the case you will be contacted to discuss an alternative Programme of Study. 
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North Mymms St Mary’s  

Church of England (VA) Primary School 
 

ADMISSIONS ARRANGEMENTS FOR YEAR OF ENTRY 2019 - 2020 
RECEPTION YEAR 

 
INTRODUCTION 
 
St Mary’s School is a Voluntary Aided Church of England School within the Diocese of St 
Albans. The Governing Body of the school is the admission authority.  The governors will 
admit up to the published admission number of 30 children into the Reception year. The 
Governing Body is required to abide by the maximum limits for infant classes (5, 6 and 7 
year olds), i.e. 30 pupils per class.  
 
THE ADMISSIONS PROCESS 
 
Hertfordshire County Council operates an agreed co-ordinated admissions scheme in line 
with government legislation. It will manage 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. 
 
The closing date for admission application forms to be received by Hertfordshire County 
Council is 15 January every year.  The date for admission allocations is 16 April every 
year. Information on completing the ‘on line’ application and notification dates of admission 
decisions, are published in the Hertfordshire Admission Literature which is also available 
from the LA website.  
 
Please note that the information in this policy is correct for the relevant year.  Policies for 
future years may be different. 
 
THE RECEPTION YEAR AND DEFERRAL OF PLACES 

The school’s policy is that children born on and between 1 September 2014 and 31 
August 2015* would normally commence primary school in Reception in the academic 
year beginning in September 2019. 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. 

 



 2 

 
 

*SUMMER BORN CHILDREN (1ST APRIL- 31ST AUGUST) – ENTRY TO RECEPTION 
 
Legally, a child does not have to start school until the start of the term following their fifth 
birthday. Children born between 1 April 2015 and 31 August 2015 are categorised as 
“summer born” and if parents/carers do not believe that their summer born child is ready 
to join Reception in 2019 they should contact the home LA, and any own admission 
authority schools, for guidance before making an application. Further clarity will be 
provided upon the publication of a new School Admissions Code or, at the latest, prior to 
the start of the 2019 primary application round. Summer born applications that are 
delayed for a year (for entry in September 2020) will be processed in exactly the same 
way as all other reception applications received at that time; there is no guarantee that a 
place will be offered at a child’s preferred school.  
 
If parents wish to delay their application for a Reception place they are advised to 
discuss their child’s needs /development with their current early years or nursery 
provider. If parents wish their child to remain in their existing nursery school or class for a 
further year (rather than moving into the Reception year group) they must let their current 
school know before the end of the Spring term in 2019 (before the Easter break). 
 
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 relevant headteacher/s, 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. 
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The governing body of schools responsible for their own admissions including voluntary 
aided schools are ultimately responsible for making this decision for applications made to 
their school. 

NURSERY PROVISION 

Parents of children who attend Sunshine Pre-School must apply in the normal way for a 
place at St Mary’s School if they want their child to attend Reception class. Attendance at 
‘Sunshine’ does not guarantee admission to the school. 

 
HOW PLACES ARE OFFERED 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to admit a child with a statement of special educational needs that names their 
school.   All schools must also admit children with an Education, Health and Care Plan 
(EHCP) that names the school.  The school does not have any specific units or facilities for 
pupils with particular special needs and there are no specific facilities for pupils with physical 
disabilities. 
 
If there are fewer applications than places available, all applicants will be offered a 
place. If there are more applications than places available, the rules outlined below 
will be used to allocate places.  
 
Rule 1           Children looked after and children who were previously looked after, but 
                     ceased to be so because they were adopted (or became subject to a child 

arrangements order¹ or a special guardianship order²). Written evidence 
should be supplied, at the time of application, from the relevant LA. 

  
Rule 2 Children for whom it can be demonstrated that they have a particular 

medical or social need to go to the school. A panel of governors will 
determine whether the evidence provided is sufficiently compelling to meet 
the requirements for this rule. The evidence must relate specifically to St 
Mary’s School and must clearly demonstrate why this is the only school that 
can meet the child’s needs. 

 
Rule 3 Children who have a sibling on the school roll at the time of application.  

This applies to Reception through to Year 5.   
In-Year admissions: the sibling may be in the school’s final year as long 
as they will still be in attendance at the time of admission. 
 

Rule 4  Children who live in the parish of North Mymms. A map defining the 
ecclesiastical parish boundary is available on the school website and from 
the school. 

 
Rule 5 Children whose home address is outside the area as defined in Rule 4 above, 

one or more of whose parents/guardians have, at the time of application 
shown commitment to the Church of England or another Christian Church by 
attending a service at least once in each calendar month for the year prior to 
an application being made. Applicants in this category will need to ask their 
priest or minister to provide a letter endorsing this as correct. The governors 
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define a ‘Christian’ Church to be one which is a member, or is eligible for 
membership, of Churches Together in England or the Evangelical Alliance. 
 

Rule 6 Any other children. 
 
These rules are applied in the order they are printed above.  If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by applying 
the next rule to those children. 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 logically this will be 
on the ground floor and therefore closer. If there are two identical addresses of separate 
applicants, the tie break will be random allocation 

 
Random allocation will be undertaken independently of the school by Hertfordshire 
County Council. Every child entered onto the county council’s admissions database has 
an individual random number assigned, between 1 and 1 million, against each 
preference school. When there is a need for a final tie break this random number is used 
to allocate the place, with the lowest number given priority. 
 
DEFINITIONS AND EXPLANATORY NOTES 
 
St Mary’s School will use the same definitions and measuring system as Hertfordshire 
County Council’s as outlined in the “Definitions" section below. 
 
Rule 1:  Children looked after and children who were previously looked after, but 
ceased to be so because they were adopted (or became subject to a child 
arrangements order¹ or a special guardianship order²) 
 
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 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 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) 
 
All children adopted from care who are of compulsory school age are eligible for 
admission under Rule 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 
 
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 
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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. 
 
* 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. 
 
 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. 
 
 
Rule 2:  Children for whom it can be demonstrated that they have a particular 
medical or social need to go to the school. 

Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the family 
since the initial application was submitted.  

All schools in Hertfordshire have experience in dealing with children with diverse social 
and medical needs. However, in a few very exceptional cases, there are reasons why a 
child has to go to one specific school.  

Few applications under Rule 2 are agreed.  

All applications are considered individually but a successful application should include 
the following:  

a) Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or  

b) Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet the child’s needs. 

c) If the requested school is not the nearest school to the child’s home address, clear 
reasons why the nearest school is not appropriate. 

d) For medical cases – a clear explanation of why the child’s severity of illness or 
disability makes attendance at only a specific school essential. 
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Evidence should make clear why only one school is appropriate.  

Applications under Rule 2 can only be considered when supported by a recent letter from 
a professional involved with the child or family, for example a doctor, psychologist or 
police officer. The supporting evidence needs to demonstrate why only one named 
school can meet the social/medical needs of the child.  

Applications for children previously “looked after” but not meeting the specific criteria 
outlined in Rule 1, may be made under this rule.  

Rule 3: Definition of a sibling: 
  
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 after¹ and 
in every case living permanently² in a placement within the home as part of the family 
household from Monday to Friday at the time of this application.  
 
A sibling must be on the roll of the named school at the time the younger child starts or 
have been offered and accepted a place.  
 
If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family. 
  
¹ Children previously looked after are those children adopted or with a special 
guardianship order or child arrangements order. This definition was amended following a 
determination by the OSA in August 2014.  
² 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. 
 
Multiple births: 
The school will admit over the published admission number when a single twin/multiple 
birth child is allocated the last place at the school.  
 
Home address: 
The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or the 
family own the property or have a tenancy agreement for a minimum of 12 months.  
 
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.  
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If two different applications are received for the same child from the same address, e.g. 
containing different preferences, the application from the parent in receipt of child benefit 
will be processed if the applications cannot be reconciled. 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible to 
prevent applications being made from fraudulent addresses. Address evidence is 
frequently requested, monitored and checked and school places will be withdrawn when 
false information is deliberately provided.  
 
Action will be taken in the following circumstances: 
• When a child’s application address does not match the address of that child at their  
   current school; 
• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
• 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 
 When a child starts at the allocated school and their address is different from the 

address used at the time of application 
 

Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 
 
UNSUCCESSFUL APPLICATIONS 
 
Continuing Interest (Reception places) 
After places have been offered, the governors will maintain a continuing interest list 
(waiting list). These and late applications will go onto this list in a position determined by 
the admission criteria outlined above and a child’s place on the list can change as other 
children join or leave it. If a place becomes available in the school it will be offered to the 
child that best meets the published admission rules.  
Parents are requested to inform the governors if they wish their child’s name to be 
removed. The governors will maintain the list until the end of the academic year. 
 
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit 
children under this protocol before children on continuing interest. 
 
Appeals  
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Parents who have not been allocated a place for their child in the Reception class have 
the right of appeal to an independent panel.  Parents wishing to appeal should contact 
the school directly in the first instance. 
 

For the Reception intake: 
Parents wishing to appeal who applied through Hertfordshire’s online system should log 
in to their online application and click on the link “register an appeal”. Out of county 
residents and paper applicants should call the Customer Service Centre on 0300 123 
4043 to request their registration details, log into 
www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 
system”. 
 
For in-year admissions, parents wishing to appeal should contact the school directly in 
the first instance. 
 
For In-Year Admissions: 
The county council will write to you with the outcome of your application and, if you have 
been unsuccessful, will include registration details to enable you to login and appeal 
online at www.hertfordshire.gov.uk/schoolappeals 
 
 
IN-YEAR ADMISSIONS 

Requests for In-Year Admission to the school should be made to the Local Authority after 
initial, contact with the school.  The school will remain part of the county council’s 
coordinated In Year admissions scheme. Application forms can be accessed via 
www.hertfordshire.gov.uk/admissions or from the Customer Service Centre, 0300 123 
4043. Parents should return the application form direct to the County Council (address on 
the form). 

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.  
 
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 transfer 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, the school 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. 
 
Applications will also be considered, and places offered in advance for these families, if 
the application is accompanied by an official letter that declares a relocation date but 

http://www.hertfordshire.gov.uk/schoolappeals
http://www.hertfordshire.gov.uk/schoolappeals
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does not provide a quartering or unit address because the family will be residing in 
private accommodation. In these cases, if the family does not already have a permanent 
private address in Hertfordshire, the military base or alternative “work” address in 
Hertfordshire will be used for allocation purposes. 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* 
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 (2 February 2019 for the Under 
11s process) cannot be taken into account before National Allocation Day. Decisions on 
these applications will be made by a panel of senior officers 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.  
 
*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. 



Northaw Church of England Primary School 
Admissions Policy 2019/20  
RECEPTION TO YEAR 6 

POLICY OUTLINE: 
• Northaw Primary is a Church of England Voluntary Aided School. The governors will admit up to 

15 children to the Reception group each academic year, without reference to ability or 
aptitude. The school has a PAN - Published Admissions Number of 15 children in each year. 

• The LA - Local Authority Hertfordshire operates an agreed co-ordinated admissions scheme in 
line with government legislation. The LA will manage 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. 

• The admission arrangements detailed in this document do not apply for those being admitted 
into the Nursery. A separate policy is available for this. Parents of children who are admitted to 
the Nursery must apply in the normal way for a place at the school if they want their child to 
transfer to the reception class. Attendance at the Nursery does not guarantee admission to the 
school. 

• Pupils will be admitted full time to the reception class from the September after their fourth 
birthday. Parents may request that their child attends part-time until they are of compulsory 
school age. The school does not defer admission to Reception class for summer born children. 

HOW TO APPLY: 
• The closing date for admission application forms to be received by the home LA is 15th January 

2019. The application form and all the published information for Hertfordshire residents is found 
at www.hertfordshire.gov.uk/admissions 

• Parents/carers are requested to complete our Supplementary Information Form and return them 
to the school office by the above date.  If a SIF is not completed the Governing Body will apply 
their admission arrangements using the information submitted on the Common Application Form 
only, which may result in your application being given a lower priority. 

• Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with an EHC (Education, Health and Care) Plan that names the school.  

• Fair Access Protocol: The school co-operates with the LA’s Fair Access Protocol for children who 
are hard to place. Such children will be admitted before others on the waiting list even if the 
school is full. 

• 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: 

Category 1: Children looked after and 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). See DEFINITIONS 

Category 2: Siblings of children already at the school at the time of entry. See DEFINITIONS  

Category 3: Children who at the time of application are living within the Ecclesiastical Parish of 
Northaw and Cuffley. Click here to see a map of the parish.  

Category 4: Children whose parents/guardians have, at the time of application, and for a period 
of six months previously, at least once in each calendar month, attended public worship at a 

http://www.hertfordshire.gov.uk/admissions
http://www.achurchnearyou.com/parishfinder.php?=51.7047,-0.1503,13,51.7069,-0.1298,Map


Church which is a member of Churches Together in England or Evangelical Alliance. Applicants in 
this category will be required to provide written evidence of attendance from their parish priest in 
the form of a signed letter. 

Category 5: Children for whom it can be demonstrated that they have a particular medical or 
social need to go to the school. The final decision in this category lies with the school’s governors. 
See DEFINITIONS 

Category 6: Any other children. 

PROXIMITY 
In the event of categories 2 to 6 being oversubscribed the determining factor will be the proximity 
to the child’s home to the school as defined by the Local Authority. The school uses a straight line 
distance measurement system provided by HCC: 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 a final tiebreak is needed where two different addresses are 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 logically this will be closest to the ground and therefore closer. If there are two 
identical addresses of separate applicants, the tiebreak will be random allocation. Every child 
entered onto the HCC admissions database has an individual random number assigned between 
1 and 1 million, against each preference school. When there is a need for a final tie break the 
random number is used to allocate the place, with the lowest number given priority.  

The address provided must be the child’s current permanent address at the time of application. 
‘At the time of application’ means the closing date for applications. ‘Permanent’ means that the 
child has lived at that address for at least a year and/or the family own the property or have a 
tenancy agreement for a minimum of 12months. 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. If two different applications are received for the same child from 
the same address, e.g. containing different preferences, the application from the parent in 
receipt of child benefit will be processed if the applications cannot be reconciled. 

Northaw School reserves the right to request proof of address from any applicant. 

DEFINITIONS:  
Category 1 Children looked after: 

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 Category 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 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)  



All children adopted from care who are of compulsory school age are eligible for admission 
under Category 1. 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 Category 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 Category 1. Applications made for these children, with 
suitable supporting professional evidence, can be considered under Category 5.  

Category 2 Siblings: 
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. A sibling must be on the roll of the 
named school at the time the younger child starts or have been offered and accepted a 
place. If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family. 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.  

Category 5 Medical or Social need: 
Category 5 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the family 
since the initial application was submitted. All schools in Hertfordshire have experience in 
dealing with children with diverse social and medical needs. However in a few very 
exceptional cases, there are reasons why a child has to go to one specific school.  

Few applications under Category 5 are agreed.  

All applications are considered individually but a successful application should include the 
following:  

• Specific recent professional evidence that justifies why only one school can meet a child’s 
individual needs, and/or  

• Professional evidence that outlines exceptional family circumstances making clear why 
only one school can meet he child’s needs.  

• If the requested school is not the nearest school to the child’s home address clear reasons 
why the nearest school is not appropriate.  

• For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at only a specific school essential.  

Evidence should make clear why only one school is appropriate.  

Applications under Category 5 can only be considered when supported by a recent letter 
from a professional involved with the child or family, for example a doctor, psychologist or 
police officer. The supporting evidence needs to demonstrate why only one named school 
can meet the social/medical needs of the child.  

Applications for children previously “looked after” but not meeting the specific criteria 
outlined in Category 1, may be made under this rule.  



FRAUDULENT APPLICATIONS: 

Address evidence is frequently requested, monitored and checked and school places will be 
withdrawn when false information is deliberately provided. Action will be taken in the following 
circumstances:  

  When a child’s application address does not match the address of that child at their 
current school;  
When a child lives at a different address to the applicant;  
When the applicant does not have parental responsibility;  
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; 
When a child starts at the allocated school and their address is different from the 
address used at the time of application.  

NOTES: 

• Please note that the information in this policy is correct for the year shown. Policies for future 
years may well be different. 

• Please note, where the last available place is offered to a twin or multiple birth child the other 
twin or multiple birth sibling(s) will also be admitted as exceptions to the infant class size rule. 

• Please note that in the case of older children who apply to join the school, admission will be on 
the basis of places being available in the relevant class group.  If there are more applicants for 
places than places available, then the above admissions policy will apply. 

• Notification of the places to be offered will be confirmed by the home Local Authority. Parents 
must inform the LA of their decision to accept / reject the place offered by the date set by the 
LA. Unsuccessful applications - Parents wishing to appeal who applied through Hertfordshire’s 
online system should log in to their online application and click on the link “register an appeal”. 
Out of county residents and paper applicants should call the Customer Service Centre on 0300 
123 4043 to request their registration details and log into www.hertfordshire.gov.uk/
schoolappeals and click on the link “log into the appeals system”. 
In Year Admission Appeals - If your in year application is unsuccessful the county council will 
write to you with registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 

•Continued Interest. After places have been offered, the school’s continuing interest (waiting) list 
will be maintained by Hertfordshire County Council. A child’s position on the CI list will be 
determined by the admission criteria outlined above and a child’s place on the list can change 
as other children join or leave it. The county council, on behalf of the school’s governing body, 
will contact parents/carers if a vacancy becomes available and it can be offered to a child. 
Continuing interest lists will be maintained until the summer term (date to be confirmed). To 
retain a CI application after this time, parents must make an In Year application.



,  Northaw CE School Vineyards Road, Northaw, Herts, EN6 4PB Supplementary Information Form 2019/20 

 

I wish to apply for a place at Northaw CE Primary School for my child. I have read and understood the Admissions 

Policy. 

 
Name of Child: 
 
Name of Parent/Guardian: 
 
Telephone: 
 
 

 
Date of Birth: 
 
Address: 
 
 
Postcode: 

 

Under which admissions category below are you applying?  

If you are applying under Category 4  please state where you worship  ……………………………………………..…………………. 

Category 1: Children looked after by local authority. 

Category 2: Siblings of children already at the school at the time of entry. 

Category 3: Children who at the time of entry are living within that part of the area of the Ecclesiastical Parish of Northaw. 

Category 4: Children whose parents/guardians have, at the time of application, and for a period of six months previously, 

at least once in each calendar month, attended public worship at a Church which is a member of Churches 

Together in England or Evangelical Alliance. Applicants in this category will be required to provide written 

evidence of attendance from their parish priest. 

Category 5:  Parents who can demonstrate that admission to the school is essential for the medical or social wellbeing of 

their child. Supporting evidence from a relevant official will be required. 

Category 6: Any other children who do not readily fit into the previous categories. 

In the event of categories 2 to 6 being oversubscribed and there being an exact tie, names will be drawn from a hat at 

a Governors’ meeting to determine the allocation of any places affected. There will be an independent witness to the 

draw. 

Every effort will be made to accommodate twins and other multiple birth applications provided this does not breach 

maximum class size regulations. 

 

Signature 
(parent/guardian) 
 

Date: 
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Northgate Primary School 

Determined Admission Arrangements for 2019/20 

The school will have a published admission number of 60. 

Section 324 of the Education Act 1996 requires Northgate Primary School to admit a child 
with a statement of special educational needs that names their school.  All schools must also 
admit children with an Education Health and Care Plan (EHCP) that names the school. 

If there are fewer applications than places available, all applicants will be offered a place.  If 
there are more applications than places available, the criteria outlined below will be used to 
allocate places. 

Rule 1      Children in Public Care (children looked after) and children who were looked 
after, but ceased to be so because they were adopted (or became subject to a child 
arrangement order or a special guardianship order) 

Rule 2      Sibling: Children who have a sibling on the roll of the school at the time of 
application.  This applies to reception through to Year 5 

In Year admissions: the sibling may be in the school’s final year as long as they will still be 
in attendance at the time of admission. 

Rule 3      Children of Staff: Children of staff directly employed by the school in either or 
both of the following circumstances: 

 where the member of staff has been employed for one or more years at the time at which 
the application for admission to the school is made, and/or 

 the member of staff has been permanently employed to fill a vacant post for which there is 
a demonstrable skill shortage and has held that post for less than two years at the time at 
which the application for admission to the school is made. 

Children of staff are those where the staff member is the child’s parent by blood or adoption, 
or the member of staff has legal parental responsibility for the child.  The child must have 
lived at the same address as the parent employed by the school for at least one year at the 
time of application. 

Rule 4      Nearest School: Children for whom it is their nearest school or academy.  

See “Definition” section below. 

Rule 5      Distance: Children who live nearest to the school. 

Children not considered under Rule 4 will be considered under Rule 5 

 



The closing date for online applications to be submitted to the Local Authority is 15th January 
2019.  The deadline for receipt of paper applications is 15th January 2019.  Applications can 
be made at www.hertfordshire.gov.uk/admissions. 

These rules are applied in the order they are printed above.  If more children qualify under a 
particular rule than there are places available, a tiebreak will be used by applying the next 
rule to those children.  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 logically this will be on the ground floor and 
therefore closer.  If there are two identical addresses of separate applicants, the tie break 
will be random allocation 

Random allocation will be undertaken independently of the school by Hertfordshire County 
Council.  Every child entered onto the county council’s admissions database has an 
individual random number assigned, between 1 and 1 million, against each preference 
school.  When there is a need for a final tie break this random number is used to allocate the 
place, with the lowest number given priority. 

Northgate Primary School will use the same definitions and measuring system as 
Hertfordshire County Council’s as outlined in the “Definitions” section below. 

Continuing Interest (Reception places) 

After places have been offered, the school’s continuing interest (CI) (waiting) list will be 
maintained by Hertfordshire County Council. A child’s position on the CI list will be 
determined by the admission criteria outlined above and a child’s place on the list can 
change as other children join or leave it. The county council, on behalf of the school’s 
governing body, will contact parents/carers if a vacancy becomes available and it can be 
offered to a child. Continuing interest lists will be maintained for every year group until the 
summer term (date to be confirmed). To retain a CI application after this time, parents must 
make an In Year application. 

In Year Admissions 

The school is part of the county council’s coordinated In Year admissions 
scheme.  Application forms can be accessed via www.hertfordshire.gov.uk/admissions or 
from the Customer Service Centre, 0300 123 4043.  Parents should return the application 
form direct to the County Council (address on the form). 

Fair Access 

The school participates in the county council’s Fair Access protocol and will admit children 
under this protocol before children on continuing interest.  The school may go over PAN in 
order to admit children under this protocol. 

Appeals 

Parents wishing to appeal who applied through Hertfordshire’s online system should log in to 
their online application and click on the link “register an appeal”. Out of county residents and 
paper applicants should call the Customer Service Centre on 0300 123 4043 to request their 
registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link 
“log into the appeals system”. 

In Year Admission Appeals 

If your In Year application is unsuccessful, the county council will write to you with 
registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 

http://www.hertsdirect.org/admissions


 
Definitions and Explanatory notes 

The following definitions apply to terms used in the admissions criteria: 

Rule 1: Children looked after and children who were previously looked after, but 
ceased to be so because they were adopted (or became subject to a child 
arrangements order¹ or a special guardianship order²)  
 
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 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 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)  
 
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 of 
the School Admissions Code that came into force on 19 December 2014. 

Definition of sibling: 

For applications to schools using Northgate School’s admission criteria, 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 after¹ and in every case 
living permanently² in a placement within the home as part of the family household from 
Monday to Friday at the time of this application.  
 
A sibling must be on the roll of Northgate school at the time the younger child starts or have 
been offered and accepted a place.  
 



If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family. 
  
¹ Children previously looked after are those children adopted or with a special guardianship 
order or child arrangements order.  This definition was amended following a determination 
by the OSA in August 2014.  

² 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.  

Multiple births: 

The school will admit over the published admission number when a single twin/multiple birth 
child is allocated the last place at a school. 

Home address: 

The address provided must be the child’s current permanent address at the time of 
application.  ‘At the time of application’ means the closing date for applications.  “Permanent” 
means that the child has lived at that address for at least a year and/or the family own the 
property or have a tenancy agreement for a minimum of 12 months.  
 
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.  
 
If two different applications are received for the same child from the same address, e.g. 
containing different preferences, the application from the parent in receipt of child benefit will 
be processed if the applications cannot be reconciled. 
 
Fraudulent applications: 
 
Northgate School works in close conjunction with Hertfordshire County Council and will do 
as much as possible to prevent applications being made from fraudulent addresses, 
including referring cases to the Shared Anti-Fraud service for further investigation as 
necessary. 
 
Address evidence is frequently requested, monitored and checked and school places will be 
withdrawn when false information is deliberately provided.  Northgate School, in conjunction 
with Hertfordshire County Council, will take action in the following circumstances: 
 

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

 When a child lives at a different address to the applicant;  

 When the applicant does not have parental responsibility;  

 When a family move shortly after the closing date of applications when one or more 
of the following applies: 
  



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

o The family has returned to an existing property;  
o The family lived in rented accommodation for a short period of time (anything 

less than a year) over the application period;  
o Official/public records show an alternative address at the time of the 

application  
 

 When a child starts at the allocated school and their address is different from the 
address used at the time of application.  

 

Parents/carers will need to show that they have relinquished residency ties with their 
previous property and they, and their child(ren) are permanently residing at the address 
given on the form 

Home to school distance measurement for purposes of admissions: 

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.  

Definition of “nearest school” 

The definition of “nearest school” includes all schools and academies (regardless of status) 
unless that school or academy prioritises applications and allocates places on the basis of 
faith. 

 
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.  
 
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 transfer processes, 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 Northgate School 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  
 
Applications will also be considered, and places offered in advance for these families, if the 
application is accompanied by an official letter that declares a relocation date but does not 
provide a quartering or unit address because the family will be residing in private 
accommodation.  In these cases, if the family does not already have a permanent private 
address in Hertfordshire, the military base or alternative “work” address in Hertfordshire will 



be used for allocation purposes.  If the family already has an established alternative private 
address, that address will be used for admission purposes.  
 
Northgate School will also consider accepting applications from children* 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 (4 December 2018 for secondary 
transfer and 1 February 2019 for the Under 11s process) cannot be taken into account 
before National Allocation Day.  Decisions on these applications will be made by a panel of 
senior officers 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.  
 
*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.  
 
Age of Admission and Deferral of Places  
 
Northgate’s policy is that all children born on and between 1 September 2014 and 31 August 
2015 would normally commence primary school in Reception in the academic year 
beginning in September 2019.  Northgate provides for the full-time admission of all children 
offered a place in the Reception year group from the September following their fourth 
birthday.  
 
Although legally, 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, this 
option is not encouraged at Northgate Primary School.  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.  
 
 
Please note:  It is Northgate Primary School’s policy that we do not defer summer 
born applications to the following academic year. 

Children Out of Year Group  

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 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 as the Governing Body will only accept applications where there are 
proven exceptional circumstances.  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. 

The governing body are ultimately responsible for making this decision for applications made 
to the school. 

Nursery Provision 

The admission arrangements detailed in this document do not apply for those being admitted 
into our nursery.  The responsibility for admission into nursery provision lies with the 
governing body of the school.  See website for information and policy for Nursery 
admissions. 
 
Parents of children who are admitted to a nursery provision at Northgate must apply in the 
normal way for a place at the school if they want their child to transfer to the reception class. 
Attendance at the nursery does not guarantee admission to the school. 



Norton St Nicholas CofE (VA) 
Primary School 
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To educate and nurture our children, recognising their uniqueness, inspiring 

them to reach their full potential and enabling them to live a caring and 
successful life, guided by God’s love. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Policy Review 
 
This policy will be reviewed in full by the Governing Body annually/ bi-annually/ tri-annually. 
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ADMISSIONS AND TRANSFER TO THE RECEPTION CLASS 2019-20 

 
ADMISSIONS POLICY 
 
The Governors of the school are responsible in law for the admission of pupils. By agreement, and in co-
operation with the Local Authority, the Governors will apply their admissions arrangements to all applications 
they receive. The Governors will then pass their allocation list to the Local Authority who will allocate final 
places by applying the ranking system.  
 
Please note that admission arrangements for our Nursery and Reception classes are different. The admission 
arrangements detailed in this document do not apply for those being admitted into any nursery or pre-school 
provision. The school’s nursery arrangements are outlined on the school website. 
 
The Local Authority or LA, (Hertfordshire CC) 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. However, offers will be made by the home LA. 
 
The closing date for admission application forms to be received by the home Local Authority is INSERT DATE. 
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. 
 
All applications must be made on the home LA common application form. Parents/carers are requested to 
complete our Supplementary Information Form (SIF) and return it to the school office by the date given above. 
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. It is essential 
that parents follow exactly the timescale stipulated on the form as dates vary slightly from year to year. If you 
are applying for an In-Year place the application must be made to the LA. An In-Year Form can be accessed 
either at www.hertsdirect.org/inyear or by contacting the Customer Service Centre on 0300 123 4043.  
 
The school provides for the admission of all successful applicants who have reached their 4th birthday by the 
beginning of September 2019. However, please note the following: 
• These arrangements do not apply to our nursery intake. 
• Parents of children who are admitted to a nursery provision at a school must apply in the normal way for a 

place at the school if they want their child to transfer to the reception class. Attendance at the nursery does 
not guarantee admission to the school. 

• Attendance at our nursery does not guarantee a place in reception 
 
There are 30 places available (Admission Number 30). In the event of over-subscription the Governors 
have adopted the following admissions policy. Where there are more applications than places, 
children will be allocated places according to the following policy and priority order: 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit a child 
with a statement of special educational needs that names their school. Schools must also admit children with 
an EHC (Education, Health and Care) Plan that names the school. The school does not have any specific units 
or facilities for pupils with physical disabilities. As far as possible the school will ensure that pupils with 
disabilities have access to the same opportunities as other pupils. 
Priority order:- 
(1) Children in Public Care (Looked after children). All ‘looked after’ children or children who were previously 
‘looked after’ but immediately after being ‘looked after’ became subject to an adoption, residence or special 
guardianship* order (see definitions). 
(2) a) Children whose parents/ guardians are frequent* (see definitions) worshippers, who at the time of 
application worship frequently and have done so for a minimum of three years at the churches of St. Nicholas 
or St. George’s in the parish of Norton. Written confirmation is required from the parish priest/minister. 



Or 
b) Children whose parents or guardians have moved into the Parish of Norton within the three years prior to 
application and who have attended frequently* at another Anglican church and who are now frequent* 
worshippers at St. Nicholas or St. George’s in the parish of Norton for a combined total of at least three years. 
Written confirmation is required from the parish priests/ministers. 
(3) Children with a sibling* (see definitions) attending the school at the time of application. 
(4) Children whose parents/ guardians permanently live in the Parish of Norton, this can be confirmed using 
the online mapping tool offered by the Church of England at www.achurchnearyou.co.uk, and who at the time 
of application worship frequently* and have done so for a minimum of three years at a church belonging to the 
Churches Together or Evangelical Alliance. Written confirmation is required from the parish priest/minister. 
(5) Children of staff* (see definitions) who have been employed for a minimum of two years continuous service 
at the time of application and who are the biological or adoptive parent, or who have other legal responsibility 
for that child, or who have been cohabiting with the parent of the child throughout the two year qualifying 
period. The child must reside at the same permanent address of the staff member at the time of application. 
Clarification evidence will be requested.  
(6) Those children whose home is closest to the school as measured using the computerised, ‘straight line’, 
mapping system operated by the LA as described in their admissions literature and website.  
 
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, priority will be given to those living closest 
to the school as measured using the computerised, ‘straight line’, mapping system operated by the LA as 
described below (see definitions) and in their admissions literature and website. Where this distance 
measurement results in more than one child having an identical claim to the last available place as a result of 
living in flats, priority will be given to the lowest house number. 
 
Please note: 
• attendance at the nursery does not guarantee entry to the main school; 
• if you have more than one child going through the application process at the same time, you must 

make a separate application for each of them; 
• we follow the same application procedure as the Local Authority as described in their admissions 

literature and website; 
• the school participates in the county council’s Fair Access protocol and will admit children under 

this protocol before children on continuing interest;  
• the school will admit over the published admission number when a single twin/multiple birth child 

is allocated the last place at a school. 
 
If you are unsuccessful in applying for a place (Appeals): 
After places have been offered, Hertfordshire County Council will maintain the school’s continuing interest (CI) 
list (i.e. waiting) list. A child’s position on a CI list will be determined by the admission criteria outlined above 
and a child’s place on the list can change as other children join or leave it.  The county council will contact 
parents/carers if a vacancy becomes available and it can be offered to a child. 
 
A continuing interest list will be maintained for every year group until the end of the summer term. Parents who 
have not been allocated a place for their child have the right of appeal to an independent panel.  
  
At transfer time or on receipt of the allocation letter, 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 online, 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. 
Parents will be informed of their right to appeal in the allocation letter from the home LA. Hertfordshire parents 
wishing to appeal who applied on line should log on to their online application and click on the link ‘register an 
appeal’. For those who did not apply on line please contact the Customer Service centre on 0300 123 4043 to 
request an appeal pack. 
 
In Year Admissions 
The school will remain part of the county council’s coordinated In Year admissions scheme. Application forms 
can be accessed via www.hertsdirect.org/admissions or from the Customer Service Centre, 0300 123 4043. 
Parents should return the application form direct to the County Council 
 
Definitions: 
 

http://www.achurchnearyou.co.uk/


Looked after children – as defined by LA 
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 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 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) 
 
All children adopted from care who are of compulsory school age are eligible for admission under rule 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. 
 
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 
 
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. 
 
* 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. 
 
Special guardianship - as defined by LA 
This is an order made by the court that places a child or a young person to live with someone permanently and 
gives legal status for non-parents who are or wish to care for that child or young person in a long term secure 
placement. 
The Adoption and Children Act 2002 introduced special guardianship and special guardianship orders. 
 
Siblings 
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. 
 
A sibling must be on the roll of the named school at the time of application. If a place is obtained for an older 
child using fraudulent information, there will be no sibling connection available to subsequent children from that 
family. 
 
*Children previously looked after are those children adopted or with a special guardianship order or child 
arrangements order. This definition was amended following a determination by the OSA in August 2014. 
**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. 
 
Home address - as defined by LA 
The address provided must be the child’s current permanent address at the time of application. ‘At the time of 
application’ means the closing date for applications. “Permanent” means that the child has lived at that 
address for at least a year and/or the family own the property or have a tenancy agreement for a minimum of 
12 months. 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. 
 
Frequent/ frequently 
Shall mean attending a service on average at least twice a month in each calendar year. 
 
Staff 
Anyone employed by the school where the school holds the contract. 
 
Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance measurements for admission 
allocation purposes. 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 datais a nationally recognised method of identifying the location of 
schools and individual residences. 
 
Further guidance notes: 
 
In the case of overseas worship 
In cases where a family has lived and worshipped overseas and subsequently lived in the parish of Norton less 
than three years prior to application, the Governors will seek to verify that the overseas church belonged to a 
Christian denomination, will waive the time requirement of frequent worship and take a reasonable view of 
church attendance based on the evidence available. 
 
Age of Admission and Deferral of Places 
The school’s policy is that children born on and between 1 September 2013 and 31 August 2014 would 
normally commence primary school in Reception in the academic year beginning in September 2018. 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 individual school(s) 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 2015 and 31 August 2015.Currently summer born children are expected to start Reception at 
the age of 4.   
 
If your child was born between 1 April and 31 August 2015, and you do not believe they will be ready to start 
Reception in the 2019/20 academic year, you may instead make an application for your child to start 
Reception in September 2020. 
 
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 
 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as possible to prevent applications 
being made from fraudulent addresses. Address evidence is frequently requested, monitored and checked and 
school places will be withdrawn when false information is deliberately provided.  
 
Action will be taken in the following circumstances: 
• When a child’s application address does not match the address of that child at their current school; 
• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
• When a family move shortly after the closing date of applications when one or more of the following 

applies: 
o The family has moved to a property from which their application was less likely to be successful 
o The family has returned to an existing property 
o The family lived in rented accommodation for a short period of time (anything less than a year) over 

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

the time of application 
 
Reviewed: July 2017 
Next review Date: July 2018 
 

This policy has been reviewed and has been assessed as being compliant with the requirements of the 
Equality Act 2010 



Norton St. Nicholas CofE (VA) 
Primary School   

Norton Road, Norton, Letchworth, Herts. SG6 1AG. 
 

 

Supplementary Information Form: Academic Year 2019-2020 
 

Please return this form to the school by: 
 
Child's full name  ………………………………………………….. 
    
Date of Birth  ………………………………………………….. 
   
Parent/guardians' name and permanent address  

………………………………………………… 

………………………………………………… 

………………………………………………… 

Post Code        ……………………………… 

  
  

 
Telephone number 

  
………………………………………………… 

    
Please indicate, by a tick, which application criteria best fit your 
circumstances; more than one may be ticked (see attached notes) 

1  
2  
3  
4  
5  
6  
  

 
If priority 2 or 4 is selected, please give the name and address of place of worship and the Vicar, 
Minister or Priest. They will be contacted to confirm your frequent attendance as described in the 
admissions policy.   It is in your best interests to follow this up with your Vicar, Minister or Priest to 
ensure the school receives the information required. The school is not responsible for a late reply 
or lack of details provided by your Vicar, Minister or Priest.  
 
Name of place of worship……………………………………………………………………………………… 
 
Address…………………………………………………………………………………………………………. 
 
Name of Vicar/Priest/Minister ………………………………………………………………………………... 
 
If priority 3 selected, please give details of siblings in school: 
 
…………………………………………………………………………………………………………. 

If priority 5 is selected, please give details of your employment at the school: 
 
………………………………………………………………………………………………………………….. 
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By agreement, and in co-operation with the Local Education Authority, the governors will 
apply their admissions policy criteria to all applications equally in accordance with the 
ranking system. 
 
Delegation of Authority 
 
The governors delegate to the Headteacher the authority to oversee the implementation of 
the admissions policy, but the GB remains responsible for all decisions regarding 
applications for a place at the school. 
 
Reception 
 
Admission to Offley Endowed Primary School is the responsibility of the Governors and they 
will consider applications for children to be admitted to the school from the September of the 
academic year in which their fifth birthday occurs.  The Governors are able to admit up to 20 
children to the reception class.  All children, wherever they reside, are welcome to apply to 
Offley School.   
 
Places will be allocated in the following order: 
 
1. Children in Public Care including all ‘looked after’ children or children who were 

previously ‘looked after’ but immediately after being ‘looked after’ became subject to 
an adoption, child arrangement or special guardianship order. 

 
2. Children living in the parishes of Lilley and Offley  
 
3. Children who will have a sibling in the school at the time of admission 
 
4. Children whose parents or guardians worship at the parish churches of Offley or Lilley 

on at least one occasion every month, and have done so 
 for the year prior to application  
 
5. Children whose parents or guardians worship at a neighbouring Anglican church on at 

least one occasion every month, and have done so for the 
 year prior to application 
 
6. Children whose parents or guardians worship at a neighbouring non-Anglican 

Christian church on a least one occasion every month, and have done so for the year 
prior to application 

 
7.  Any other children 
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Additional Information 
 
Section 324 of the Education Act 1996 requires the governing body of all maintained schools 
to admit a child with a statement of special educational needs that names their school.  
Schools must also admit children with an EHC (Education Health and Care) Plan that names 
the school.  
 
Offley Endowed School cooperates fully with the LA’s Fair Access Protocol for children who 
are hard to place. 
 
Every effort will be made to accommodate twins and other ‘multiple birth’ applications 
whenever practically and legally possible, if the last available place is offered to one of a 
multiple birth family the rest can be admitted as permitted ‘exceptions’ to the Key Stage One 
legislation.  
 
In the event of over-subscription in any one of the above categories, the tie-break will be 
distance from the school, measured using the computerised, ‘straight line’, mapping system 
operated by Hertfordshire County Council as described in their admissions literature and 
website  
 
In respect of the following categories, the governors use the same definitions as the Local 
Authority (LA), set out in their booklet ‘Starting School’. 
 
Category 1   A ‘looked after’ child is a child who is (a) in the care of the local 

authority, or (b) being provided with accommodation by a local authority 
in the exercise of their of their social services functions (ref section 22(1)  

 of the Children Act 1989). 
 
 ‘Previously looked after children’: A previously ‘looked after’ child is one 

who immediately after being ‘looked after’ became subject to an 
adoption, child arrangement, or special guardianship order.  An 
‘adoption order’ is an order under section 46 of the Adoption and 
Children Act 2002.  A ‘child arrangement order’ is an order settling 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.  Section14A 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 (or 
special guardians). 

 
Category 3   “Sibling” Children who have a sibling on the roll of the school or at the 
   time of application. 
 
Categories 5, 6, 7 If applying under these categories please ask the priest or minister to 

sign the supplementary form verifying the required level of attendance. 
By ‘non-Anglican Christian church’ the governors mean a church which 
is a member or is eligible for membership of Churches Together in 
England or the Evangelical Alliance 
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To apply for a place at Offley School, please contact www.hertfordshire.gov.uk/admissions.  
or the Customer Service Centre on 0300 123 4043.  
 
If you are applying under rules 1, 5, 6 and 7, please complete the Supplementary 
Information Form (SIF) available from the school office.  If a SIF is not completed, the 
Governing Body will apply their admission arrangements using the information submitted on 
the County Application Form only, which may result in your application being given a lower 
priority. 
 
 
Older Children 
 
Applications for the admission of children to older age groups may be made to the 
Headteacher at any time, but the acceptance of a child will be possible only when there is a 
vacancy in the relevant age group class. All ‘in year’ applications will be managed by the LA 
on behalf of the school, but a SIF is still requested – (information and an online form is 
available at www.hertfordshire.gov.uk/admissions or from the Customer Service Centre on 
0300 123 4043). 
 
 
Continuing Interest List 
 
In the event of more applications than available places the governors will maintain a 
continuing interest list. These, and late applications, will go onto this list in a position 
determined by the criteria. If a place becomes available in the school, it will be offered to the 
child that best meets the published admission rules. 
 
Parents are requested to inform the governors if they wish their child’s name to be removed.  
 

Appeals 
 
Hertfordshire parents wishing to appeal who applied online should log on to their online 
application and click on the link ‘register an appeal’.  For those who did not apply online 
please contact the Customer Service Centre on 0300 123 4043 to request an appeal pack. 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.hertfordshire.gov.uk/admissions
http://www.hertfordshire.gov.uk/admissions
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Deferring A Place in Reception: 

 
Offley Endowed School’s Policy is that children born on and between 1st-Sept 2014 and 31st 
August 2015 would normally start primary school in Reception in the academic year 
beginning 2019. 
 
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 must contact the Head 
teacher, preferably before application, to discuss the child’s requirements. 
 
The governing body, through a panel process, will decide whether the application will be 
accepted on the basis of the information submitted. The panel make decisions based upon 
the circumstances of each case including the view of parents, the head teacher’s views, 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 school. 
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Appendix 1: 
 

SUPPLEMENTARY INFORMATION SHEET 

 
 
NAME OF CHILD:  ........................................................................................ 
 
DATE OF BIRTH:  ......................................................................................... 
 
NAME OF PARENT/CARER:...................................................................................... 
 
PERMANENT HOME ADDRESS: 

 
...………………………………...................................................................................... 
     
………………………………......................................................................................... 
 
………………………………......................................................................................... 
 
HOME TEL......................................................................................... 

 
 
Does this child have a statement of Special Educational Needs or EHCP? YES/NO 
        
Is this child in Public Care (CLA)?       YES/NO 
 
For inclusion in category 3 of the admissions policy, please give details of your other children who 
will be attending the school in September 2016: 
 
……………………………….......................................................................................... 
     
……………………………….......................................................................................... 
___________________________________________________________________ 
 
For inclusion in categories 4, 5 and 6 of the Admissions policy only, please fill in the following: 
 
NAME OF CHURCH: ........................................................................................ 
 
NAME OF VICAR:  ........................................................................................ 
 
SIGNATURE OF VICAR: ........................................................................................ 
 
___________________________________________________________________ 
 
 
SIGNATURE OF PARENT/CARER  
 
………………………………......................................................................................... 
 
DATE: ………………………………..................................................... 

 
 



OFFLEY ENDOWED PRIMARY SCHOOL 
 

SUPPLEMENTARY INFORMATION SHEET 
 
 
NAME OF CHILD:  ........................................................................................ 
 
DATE OF BIRTH:  ......................................................................................... 
 
NAME OF PARENT/CARER:...................................................................................... 
 
PERMANENT HOME ADDRESS: 
 
...………………………………...................................................................................... 
     
………………………………......................................................................................... 
 
………………………………......................................................................................... 
 
HOME TEL......................................................................................... 
 
 
Does this child have a statement of Special Educational Needs or EHCP? YES/NO 
        
Is this child in Public Care (CLA)?       YES/NO 
 
For inclusion in category 3 of the admissions policy, please give details of your other 
children who will be attending the school in September 2016: 
 
……………………………….......................................................................................... 
     
……………………………….......................................................................................... 
___________________________________________________________________ 
 
For inclusion in categories 4, 5 and 6 of the Admissions policy only, please fill in the 
following: 
 
NAME OF CHURCH: ........................................................................................ 
 
NAME OF VICAR:  ........................................................................................ 
 
SIGNATURE OF VICAR: ........................................................................................ 
 
___________________________________________________________________ 
 
 
SIGNATURE OF PARENT/CARER  
 
………………………………......................................................................................... 
 
DATE: ………………………………..................................................... 
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Onslow St Audrey’s School is an all ability 11 – 18 comprehensive school. The 
Published Admission Number for Year 7 in 2019/20 is  150. 
 
To apply for a place at this school you must complete the Hertfordshire Council’s 
Secondary Transfer Form. The school participates in the Local Authority Co‐ 
ordinated Admissions Scheme. Application forms can be obtained from the Local 
Authority and admissions can be made on line at 
www.hertsdirect.org/admissions. 

 
Under Section 324 of the Education Act 1996 Onslow St Audrey’s School will 
admit children with a Statement of Special Educational needs that names the 
school. Onslow St Audrey’s School will also admit children with an EHC 
(Education, Health and Care) Plan that names the school. Such students will be 
admitted within the school PAN. 

 
Onslow St Audrey’s School does not require applicants to complete a 
Supplementary Information Form (SIF) 

 
All deadlines within the secondary transfer process must be adhered to by 
applicants. Hertfordshire County Council will make offers of places on behalf of 
the school. If applications for admission exceed the number of places then the 
following criteria will be applied, in the order set out below, to decide which 
pupils to admit. 

 
Sixth Form 
The Published Admission Number for the Sixth Form in 2019/20 is 150. Students 
will be admitted at age 16+ provided they meet the entry qualifications for their 
proposed programme of study, as per Sixth Form entry rules. Onslow St Audrey’s 
School is a member of the Welwyn & Hatfield Sixth Form Consortium which has 
a common entry policy. 

 

The majority of academic subject combinations will require English Language 
and Mathematics GCSE Grade 4 or above. Many of the vocational courses will 
require English Language GCSE Grade 4 or above. 

http://www.hertsdirect.org/admissions
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Students wishing to study AS and Level 2 courses need the following GCSE 
average point score: 

 
Predicted APS = under 3.7 
Level 2 Access Courses 

 
Predicted APS = 3.8 and above 
BTEC Level 3 Diploma + one A level or 
Two BTEC (Level 3) Extended Certificate + one A Level or 
An Extended Diploma 

 
Predicted APS = 5.5 and above 
Four A levels or a combination of BTEC (Level 3) Diplomas/Certificates and A 
Levels 

 
Specific AS courses have additional criteria that need to be met by students 
wishing to enroll. These additional criteria can be found in the Welwyn & Hatfield 
Sixth Form Consortium prospectus. 

 
Children in public care (children looked after) and children who were looked 
after, but ceased to be so because they were adopted (or became subject to a 
child arrangement order or special guardianship) will be given priority. 
 
If the 6th form is oversubscribed external applicants meeting the minimum 
academic criteria outlined above will be prioritised on the basis of home‐school 
distance. If necessary, the same tie break will be used as outlined below. 

Admissions Rules for Onslow St Audrey’s School for September 2019 Entry 

Rule 1 
Children looked after and children previously looked after, but who ceased to 
be so because they were adopted (or became subject to a child arrangement 
order or a special guardianship order). 

 

Rule 2 
Medical or social needs: Children for whom it can be demonstrated that they 
have a particular medical or social need to attend Onslow St Audrey’s School. 
A panel of LA officers considers Rule 2 applications on behalf of the school’s 
governing body. 
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Rule 3 
Siblings: Children who, at the closing date for applications, have a brother or 
sister currently attending Onslow St Audrey’s School in Years 7‐12. (‘Currently 
attending’ means children who are actually at the school, or children who have 
been offered and accepted a place but have not yet started the School). 

 
Rule 4 
Children who live in the priority area and for whom Onslow St Audrey's is their 
nearest Hertfordshire maintained school or Academy that is non‐faith, 
coeducational, and non‐partially selective The priority area consist of the 
following parishes and areas: Ayot St Peter, Codicote, Essendon, Hatfield, 
North Mymms South Mymms, Potters Bar, Welwyn Garden City, Welwyn and 
Woolmer Green. A map of the priority area is available below. 
Note: non‐partially selective means that the school does not offer any places 
based on academic ability. 

 
Rule 5 
Children who live in the priority area who live nearest the School. 

 
Rule 6 
Children living outside the priority area who live nearest the School. 

 

Tie Break 
In the event of over‐subscription on any of the admission rules (i.e. more 
children qualify under a particular rule than there are places available), a tie 
break will be used by applying the next rule to those children. 
Where there is a need for a tiebreak where two different addresses measure the 
same distance (e.g. in a block of flats), the place will be offered by random 
selection. Every application is given a random number when it is entered in the 
admissions data base. This number is used in the random element if needed. 

 
Notes 

 The Governing Body of Onslow St Audrey’s School will engage the Local 
Authority to apply the admissions rules, appeals process and In Year 
admissions for Onslow St Audrey’s School. 

 

 This includes the use of the definitions and arrangements as currently 
determined by the Local Authority and include their policy and practice 
on twins and multiple births, late procedures, fraudulent applications and 
the measuring system. 
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 Hertfordshire parents 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 on line application system, 
please contact the Customer Service Centre on 0300 123 4043 to request 
an appeal pack. 

 

 A continued interest list is held by the local authority on behalf of the 
school to re‐allocate any places that become available. These places are 
re‐allocated using the admission rules outlined, and following the 
procedures outlined by the Local Authority in their published information. 
A continuing interest list will be held for every year group up to the end 
of the summer term. A new application will be required to remain on the 
continuing interest list for the new academic year. 

 
Fair Access Protocol ‐ The school is committed to take its fair share of children 
who are vulnerable and/or hard to place, as set out in locally agreed, and county 
wide protocols. Children who qualify under this category can be admitted even 
if the year group is full before those on the school’s continuing interest list. 

 
Definitions and Explanatory notes 
The following definitions apply to terms used in the admissions criteria: 

 

Children looked after and previously looked after 
Places are allocated to children looked after 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 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 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) 
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All children adopted from care who are of compulsory school age are eligible 
for admission under rule 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 
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 
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. 
* 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. 

 
Rule 2: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school: 

 
Rule 2 applications will only be considered at the time of the initial application, 
unless there has been a significant and exceptional change of circumstances 
within the family since the initial application was submitted. 
 
All schools in Hertfordshire have experience in dealing with children with diverse 
social and medical needs. However, in a few very exceptional cases, there 
are reasons why a child has to go to one specific school. 

 

Few applications under Rule 2 are agreed. All applications are considered 
individually by a panel of LA officers on behalf of the school’s governing body 
and a successful application should include the following: 

 
a. Specific recent professional evidence that justifies why only one school 

can meet a child’s individual needs, and/or 
 

b. Professional evidence that outlines exceptional family circumstances 
making clear why only one school can meet the child’s needs 
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c. If the requested school is not the nearest school to the child’s home 
address clear reasons why the nearest school is not appropriate 

 
d. For medical cases – a clear explanation of why the child’s severity of illness 

or disability makes attendance at only a specific school essential. 
 
Evidence should make clear why only one school is appropriate. Applications 
under Rule 2 can only be considered when supported by a recent letter from a 
professional involved with the child or family, for example a doctor, psychologist 
or police officer. The supporting evidence needs to demonstrate why only one 
named school can meet the social/medical needs of the child. 

 
Applications for children previously “looked after” but not meeting the specific 
criteria outlined Rule 1, may be made under this rule. 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” 
available at: www.hertsdirect.org/docs/pdf/admissions/Rule2pross 

 

Definition of sibling: 
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. 

 
A sibling must be on the role of the named school at the time the younger child 
starts. 

 
If a place is obtained for an older child using fraudulent information, there will 
be no sibling connection available to subsequent children from that family. 
*Children previously looked after are those children adopted or with a special 
guardianship order or child arrangements order. 

 
**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 

http://www.hertsdirect.org/docs/pdf/admissions/Rule2pross
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moved or a looked after child in a respite placement or very short term or 
bridging foster placement. 

 

Multiple births: 
The school will admit over the published admission number when a single 
twin/multiple birth child is allocated the last place at a school. 

 
Home address: 
The address provided must be the child’s current permanent address at the time 
of application. ‘At the time of application’ means the closing date for 
applications. “Permanent” means that the child has lived at that address for at 
least a year and/or the family own the property or have a tenancy agreement 
for a minimum of 12 months. 

 

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. 

 
Fraudulent applications: 
The school, in liaison with Hertfordshire County Council, will do as much as 
possible to prevent applications being made from fraudulent addresses. Address 
evidence is frequently requested, monitored and checked and school places will 
be withdrawn when false information is deliberately provided. 
 
Action will be taken in the following circumstances: 
• When a child’s application address does not match the address of that child at 
their current school; 

• When a child lives at a different address to the applicant 
• When the applicant does not have parental responsibility 
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 
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 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 

 When a child starts at the allocated school and their address is different 
from the address used at the time of application 

 
Home to school distance measurement for purposes of admissions: 
A ‘straight line’ distance measurement is used for all home to school distance 
measurements for admission allocation purposes. 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. 

 
Definition of “nearest school” 
The “nearest school” definition for rule 4 is “the nearest Hertfordshire 
maintained school or academy that is non‐faith, co‐educational, and non‐ 
partially selective (note – non‐partially selective means that the school does not 
offer any places based on academic ability”). 

 
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 Secondary 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 
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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 a panel of county council officers 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. 

 

Children Out of Year Group 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 
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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 governor’s 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. 
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THE ORCHARD PRIMARY SCHOOL 

 

Herts for Learning Multi Academy Trust 

 

ADMISSION POLICY FOR 2019/20 

 

INTRODUCTION 
 
The  Orchard  Primary  School  (“the  School”)  is  a  primary  academy  located  within  Hertfordshire  County 
Council and is part of Herts for Learning Multi Academy Trust, a multi academy trust (“the Trust”).   The 
Trust is the “admission authority” for the School. 
 
EQUALITY AND INCLUSION 
 
The School  is  fully  inclusive and welcomes applications  for  the admission of children of all  abilities and 
needs, including those with special educational needs and disabilities.  The School fully complies with its 
responsibilities under the Equality Act 2010.   
 
PUBLISHED ADMISSION NUMBER (“PAN”) 
 
The published admission number (“PAN”) for Reception Year at the School is: 60 
 
This means that the School will admit up to that number of children in the September of the school year to 
which this policy applies. 
 

Oversubscription criteria for the school year 2019/20 

 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to admit a 
child with  a  statement  of  special  educational  needs  that  names  their  school.  Schools must  also  admit 
children with an EHC (Education, Health and Care) Plan that names the school. 
 
If there are fewer applications than places available at a school all applicants will be admitted. 
 
If there are more applications than places available, the criteria outlined below will be used to prioritise 
applications. 
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Oversubscription criteria 
 
Rule 1:  Children  looked  after  and  children  who  were  previously  looked  after,  but 

ceased  to  be  so  because  they  were  adopted  (or  became  subject  to  a  child 
arrangements order or a special guardianship order). 
 

Rule 2:  Medical or Social 

Children for whom it can be demonstrated that they have a particular medical 

or social need to go to the school. 

A panel of officers will determine whether the evidence provided is sufficiently 

compelling  to meet  the requirements  for  this  rule. The evidence must relate 

specifically to the school applied for under Rule 2 and must clearly demonstrate 

why it is the only school that can meet the child’s needs.   

 

Rule 3:   Linked School  

This  rule only applies  to pupils who are currently attending an  infant school 

which  has  a  linked  junior  school  and  therefore  does  not  apply  to  Orchard 

Primary School 

 
Rule 4:  
 

Sibling  

Children who have a sibling on the roll of the school or  linked school at the 

time of application*. This applies to reception through to Year 5 in infant, junior 

and primary schools; and from reception through to Year 3 in first schools; and 

from Year 5 to Year 7 in middle schools. 

 
Rule 5:  Nearest School

Children for whom it is their nearest school or academy.  

This includes all schools except those which allocate places on the basis of faith.
  

Rule 6:      Distance 

Children who live nearest to the school. 
Children not considered under rule 5 will be considered under rule 6. 
 

 
These rules are applied in the order they are printed above. If more children qualify under a particular 

rule than there are places available, a tie break will be used by applying the next rule to those children. 

 
Tie Break 
 
When there is a need for a tie break where two different addresses are 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 

logically this will be on the ground floor and therefore closer. If there are two identical addresses of 

separate  applicants,  the  tie  break will  be  random.  Every  child  entered  onto  the  HCC  admissions 

database  has  an  individual  random  number  assigned,  between  1  and  1  million,  against  each 

preference school. When there is a need for a final tie break the random number is used to allocate 

the place, with the lowest number given priority. 
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*Please see the ‘Explanatory notes and definitions 2019/20 document for a full explanation/definition. 
 
The following definitions apply to terms used in the admissions criteria: 
 
Rule 1: Children looked after and children who were previously looked after, but ceased to be so 
because  they  were  adopted  (or  became  subject  to  a  child  arrangements  order¹  or  a  special  
guardianship order²) 
 
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 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 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) 

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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Rule 2: Children for whom it can be demonstrated that they have a particular medical or social need 

to go to the school 

Rule 2 applications will only be considered at the time of the initial application, unless there has been 

a significant and exceptional change of circumstances within the family since the initial application 

was submitted. 

All schools in Hertfordshire have experience in dealing with children with diverse social and medical 

needs. However,  in a  few very exceptional cases,  there are reasons why a child has to go to one 

specific school. 

Few applications under Rule 2 are agreed. 

All applications are considered individually but a successful application should include the following: 

a. Specific  recent  professional  evidence  that  justifies why  only  one  school  can meet  a

child’s individual needs, and/or

b. Professional evidence that outlines exceptional family circumstances making clear why

only one school can meet the child’s needs.

c. If  the  requested  school  is  not  the  nearest  school  to  the child’s  home  address  clear

reasons why the nearest school is not appropriate.

d. For medical cases – a clear explanation of why the child’s severity of illness or disability

makes attendance at only a specific school essential.

Evidence should make clear why only one school is appropriate. 

Applications  under  Rule  2  can  only  be  considered  when  supported  by  a  recent  letter  from  a  
professional involved with the child or family, for example a doctor, psychologist or police officer. The 

supporting evidence needs to demonstrate why only one named school can meet the social/medical 

needs of the child. 

Applications for children previously “looked after” but not meeting the specific criteria outlined Rule 

1, may be made under this rule. 

Further  details  on  the  Rule  2  process  can  be  found  in  the  “Rule  2  protocol”  available at:  here

Rule 3: Definition of sibling 

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 after¹ and  in every case living 

permanently² in a placement within the home as part of the family household from Monday to Friday 

at the time of this application. 

A sibling must be on the roll of the named school at the time the younger child starts or have been 
offered and accepted a place. 
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If a place  is obtained for an older child using fraudulent  information, there will be no sibling 

connection available to subsequent children from that family. 

¹ Children previously looked after are those children adopted or with a special guardianship order or child 

arrangements order. This definition was amended following a determination by the OSA in August 2014. 

 

² 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. 

 
 

 

Multiple births 

The School will admit over the school’s published admission number when a single twin/multiple birth 
child is allocated the last place at a school.  

   
 

Home address 

The address provided must be the child’s current permanent address at the time of application. ‘At 
the time of application’ means the closing date for applications. “Permanent” means that the child 

has lived at that address for at least a year and/or the family own the property or have a tenancy 

agreement for a minimum of 12 months. 

 

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. 

If  two  different  applications  are  received  for  the  same  child  from  the  same  address,  e.g.  containing 

different preferences, the application from the parent in receipt of child benefit will be processed if the 

applications cannot be reconciled. 
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Fraudulent  applications 

The School will do as much as possible to prevent applications being made from fraudulent addresses. 

Address  evidence  is  frequently  requested,  monitored  and  checked  and  school  places  will  be 

withdrawn when  false  information  is  deliberately  provided.  Action will  be  taken in the following 

circumstances: 

 When  a  child’s  application  address  does  not match  the  address  of  that  child  at  their  current 

school; 

 When a child lives at a different address to the applicant; 

 When the applicant does not have parental responsibility; 

 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. 

 When a child starts at the allocated school and their address is different from the address used 

at the time of application. 

Parents/carers will need to show that they have relinquished residency ties with their previous property 

and they, and their child(ren) are permanently residing at the address given on the application form. 

   
 

Home to school distance measurement for purposes of admissions 

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. 
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Definition of “nearest school” for primary/junior/middle admissions 
 
The definition of  “nearest  school”  includes  all  schools  and academies  (regardless of  status)  unless  that 
school or academy prioritises applications and allocates places on the basis of faith. 
   
 

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. 

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 and Secondary transfer processes, 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 a place 

will be allocated 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.  

Applications  will  also  be  considered,  and  places  offered  in  advance  for  these  families,  if  the 

application is accompanied by an official letter that declares a relocation date but does not provide 

a quartering or unit address because the family will be residing in private accommodation. In these 

cases, if the family does not already have a permanent private address in Hertfordshire, the military 

base or alternative “work” address in Hertfordshire will be used for allocation purposes. 

If  the  family already has an established alternative private address,  that address will be used for 

admission purposes. 

We will  also  consider accepting applications  from children1 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 (4 December 2018 for secondary transfer and 

2 February 2019 for the Under 11s process) cannot be taken into account before National Allocation 

Day. Decisions on these applications will be made by a panel of senior officers 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 
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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. 

1Children 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. 

   
 

Age of Admission and Deferral of Places 

Hertfordshire County Council’s policy is that children born on and between 1 September 2013 and 31 

August  2015*  would  normally  commence  primary  school  in  Reception  in  the  academic  year 

beginning in September 2019. 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. 

 
*Summer born children (1 April – 31

 
August) – Entry to   Reception 

Legally, a child does not have to start school until the start of the term following their fifth birthday. 

Children born between 1 April 2015 and 31 August 2015 are categorised as “summer born” and if 

parents/carers do not believe that their summer born child is ready to join Reception in 2019 they 

should contact the home LA, and the school, for guidance before making an application.  

 
Summer born applications that are delayed for a year (for entry in September 2020) will be processed 

in exactly the same way as all other reception applications received at that time; there is no guarantee 

that a place will be offered at a child’s preferred school. 

 
If parents wish to delay their application for a Reception place they are advised to discuss their child’s 

needs/development with their current early years or nursery provider. If parents wish their child to 

remain  in  their  existing  nursery  school  or  class  for  a  further  year  (rather  than moving  into  the 

Reception year group) they must let their current school know before the end of the Spring term in 

2019 (before the Easter break). 
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Children Out of Year Group (except applications for reception from summer born) 

The Trust’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”. 

For schools within the Trust, the Trust, as the relevant admission authority, through a panel process, 

will decide whether the application will be accepted on the basis of the information submitted. The 

panel make decisions based upon the circumstances of each case including the view of parents, the 

relevant headteacher(s), 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 

individual schools. 

Applications for children to be educated out of year group at Orchard Primary School should be submitted 

to the school office in the first instance.  Applications will be considered by the School and will be approved 

by the Board of Trustees of Herts for Learning Multi Academy Trust. 

   
 

Nursery Provision 

 

The admission arrangements detailed in this document do not apply for those being admitted into 

any nursery or pre‐school provision. The responsibility for admission into nursery provision lies with 

the governing body of the school where the school offers such provision. 

 
Parents of children who are admitted to a nursery provision at a school must apply in the normal way 

for a place at the school if they want their child to transfer to the reception class. Attendance at the 

nursery or co‐located children’s centre does not guarantee admission to the school. 

 

Continuing Interest (CI) 
 
After places have been offered, the School will maintain a continuing interest (waiting) list. A child’s 

position on a CI list will be determined by the admission criteria outlined above and a child’s place 

on the list can change as other children join or leave it. The  school will contact parents/carers if a 

vacancy becomes available and it can be offered to a child. Continuing interest lists will be maintained 

for every year group until the end of  the summer term. To retain a CI application after this time, 

parents  must  make  an  In  Year  application.  Continuing  Interest  lists  will  be  retained  until  31 
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December. 

Fair Access 

The school will admit children under the Fair Access Protocol before those on continuing interest, and 

over the Published Admission Number (PAN) if required. 

APPLICATIONS FOR ADMISSION 

Applications for admission to Reception Year in September (known as admission “in the normal admission 
round”) must be made to the Local Authority by completing and submitting their Common Application Form 
(“CAF”) which is accessible via the Local Authority’s admissions page on its website.   

Parents must ensure that they complete all necessary information (for example, details of siblings) in the 
CAF before it is submitted.  Failure to do so by the application deadline will result in the child being placed 
into the next category that applies. 

ADMISSION TIMETABLE 

Please  see  Hertfordshire  County  Council’s website  for  a  complete   timetable   of  the  important dates  for  
admissions for September 2019: here

ADMISSION APPEALS 

Parents  have  a  statutory  right  of  appeal  against  the  refusal  of  a  place  which  will  be   heard   before  an  
independent  panel.    Full  details  about  the  statutory  right  of  appeal,  including  how  and  when  the 
request for an appeal must be lodged, will be confirmed in the notification letter/email sent to parents on 
National Offer Day. 

A  request  for  an  admission  appeal  must  be  accompanied  by  the  grounds  for  making  the  appeal  (for  
example, why  the parents believe  that  this Admission Policy  is not compliant with admission law, in 
what way the Admission Policy was incorrectly or partially applied to the application for admission, or why 
it was unreasonable  to  refuse  the application  for  admission).    Before  setting out  the grounds of  appeal, 
parents are advised to consider the reason for the refusal stated within the notification letter.  

IN YEAR ADMISSIONS 

If  you have   moved,  you  can apply   to  change   school  during   the   school  year. We   call  this   an  "in   year  
admission". 

You can also apply if you want your child to go to a different school. 

Please complete the ‘In year Admissions Form’ available from the school website 
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www.orchard.herts.sch.uk  and send it and any supporting documentation to the school office. 
 
In year applications are assessed in line with the oversubscription criteria outlined above. 
 
We'll  let you know if you're successful within 2–3 weeks (10–15 working days), once we receive your 
application, proof of address and any additional documents needed. 
 
You need to accept or decline any place offered. 
 
Your child’s application will be assessed based on their date of birth. 
 
Children taught in a different year group 
 
If your child is currently being taught in a different year group and you want that to continue, send us 
supporting evidence from a professional (for example, your child's teacher or Head of Year). This needs 
to show why your child needs to be educated in a different year group. We only agree these cases in 
exceptional circumstances. We can't guarantee to offer your child a place in the same year group and if 
your request is upheld, there is no guarantee that an offer will be made at the preferred school(s). 
 
Which address to use 
 
Use  your  child’s  current  permanent  address when  you  apply.  If  you're moving  in  the  near  future,  the 
application form will also ask for your child's new address. 

Email us your proof of address 
 
We need 2 documents showing your current address. At least one of them needs to be a council tax bill, 
utility  bill,  solicitor’s  letter  upon  completion  (exchange  of  contracts  not  accepted)  or  a  signed  tenancy 
agreement. 
 
If  you're moving, we also need proof of your new address. This  should be either a  tenancy agreement 
showing the start date of the tenancy or a solicitor’s letter confirming the completion date. We won't use 
the new address until we have proof that the child is living there permanently. 
 
If you're moving to a rented property, send us evidence that you've sold or are in the process of selling your 
current property, or that your current lease agreement has ended. 
 
You must also send us proof that you and your child live at the new address.  It's not enough to simply 
change  your  address  on  your  online  application.   We  can’t  process  your  application  without  proof  of 
address. 
 
Children living at more than one address 
 
If your child lives at more than one address (for example, due to parents separating), use the address 
where your child lives for most of the time. 
 
If your child lives at 2 addresses equally, use the address of the parent who claims the Child Benefit or 
Child Tax Credit. 
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Addresses of UK service personnel and crown servants 
 
If you're employed as UK service personnel or crown servants, once you've applied online, send us an 
official letter from either: 
 

 Ministry of Defence (MOD) 
 Foreign and Commonwealth Office (FCO) 
 Government Communications Headquarters (GCHQ). 

 
The letter must give your relocation date and a unit postal or quartering address in Hertfordshire. 
 
Your application will be processed in advance of your move and a school place offered (as long as it's 
within a reasonable time). 
 
Fraudulent addresses or false information 
 
We require proof of address before applications are processed though, we may ask for further proof of 
your address at any time. We will withdraw the offer of a school place if we find a fraudulent address has 
been used. We may also withdraw the offer of a school place if information is deliberately withheld. 
 
Tell us if you move during the application process. 
 
You'll have the right to appeal an in year admissions decision if you apply for a school and a place can't 
be offered because the school has no vacancies when you apply. 
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The Orchard Primary School 

 
Application Form 
In Year Admissions 

 
 
 
 

 
 

 Before you fill in this form, please read the guidance documents and information on our website 
at www.orchard.herts.sch.uk  

 

 Supplementary Information Forms (if applicable) and any additional supporting documentation 
should be returned direct to the school 

 

 Please complete this form using black ink and CAPITAL LETTERS 

 

 You must include two recent (within the last 3 months) forms of address evidence. One must 
be a council tax bill, utility bill, solicitor’s letter showing completion date or a signed tenancy 
agreement. Please do not send originals.  

 
 If moving/returning to the UK, you must also provide evidence of your arrival. This can be flight 

itinerary, boarding passes or ferry/train tickets. 

 
 

We cannot process an application without evidence of your address. 
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Section 1: Your child’s details 
 
 

Date place is required*:  

 
*Places are offered on the basis that they will be taken up within 10 school days. Please do not apply more 
than 4 weeks in advance of the date you require a place unless you are a service family. 
 

 

Your child’s details: 
 

First name 
 

Middle name(s)  Family name/Surname 
 

Date of birth  Current Year Group*  Female / Male 

 
*Hertfordshire will allocate a place into the usual year group based on your child’s date of birth. If you wish 
your child to be educated in a different year group to that indicated by their date of birth, please provide 
further details with this form. 
 
 

Your child’s current 
address and postcode 

Current address 
 
 
 
 

 

We check addresses and 
we will withdraw our offer 
of a school place if you 
give a false address 

 

Postcode 
   

  
 

Your child’s new 
address and postcode 

If you are moving house, please provide the new address below: 
 
 
 
 
Postcode 
   

Date of move* 

 

*Please ensure you enclose proof of your new address including the move date. This can be either a 
solicitor’s letter confirming completion or a copy of the formal lease agreement. If you are moving to a rental 
property, please provide evidence that you have sold or are in the process of selling your previous property, 
or that a previous lease agreement has ended. We will not be able to take into account a new address 
without proof as referred to above. 
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Section 2: Application details 
 
 

Does the child have a sibling at the school? * If yes, please give details below:  Yes □ No □ 

Name: 
 

Male/Female: 

  Date of birth: 

 

*A sibling is either 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. 
 
 

Does your child have an Education, Health and Care Plan (EHCP) or 
statement of special needs (SN)? 

Yes □ No □ 

 

A Statement of SN or an EHCP is a document written by the local authority detailing the child’s needs and the 
measures the school will take to help them. The SEN team at the local authority manage admissions for 
children with a statement and your application will be passed to them.  
 
 

Is the child you are making an application for in the care of the Local 
Authority (Child Looked After)? 

Yes □ No □ 

If yes, please indicate which local authority and include a supporting letter from the child’s social 
worker and/or advisory teacher: 

 
 

Was your child previously looked after but was then adopted or became 
subject to a child arrangements order or special guardianship order? 

Yes □ No □ 

If yes, please provide supporting evidence including a copy of the adoption order if applicable 

 
 

Are you applying under Rule 2 (exceptional medical or social needs)?*  Yes □ No □ 

*You must include supporting professional evidence clearly demonstrating why your child’s needs can only 
be met at one specific school. Please include all the evidence you wish us to consider as we can only 
consider the information received at the time of application. Rule 2 can only be re‐considered if there has 
been an exceptional change of circumstances 

 

 
 

Are you applying under the Children of Staff rule if applicable*?    Yes □    No □ 

*This is not currently applicable at this school 

 

 

 



4 
 
 

Are you or your partner UK service personnel or a crown servant?  Yes □ No □ 

If yes, please include an official MOD, FC or GCHQ letter showing relocation date 

 
 

 

Your child’s current school       
 

School Name  School Address 

Date last attended  
(if your child has left): 

 
 

 
 

 

Section 3: Your details 
 

Name of person making the 
application  (Usually a parent/carer) 

Title  Initial  Family Name 

Address if different to that given 
above 

Daytime telephone number 

Email address 
Our preferred way to contact you 

Your relationship to the child 

 

 

Is the child living with you under a private fostering arrangement? 
This is where the child lives with an adult who is not a close relative i.e. not a 
parent, grandparent, sibling, aunt or uncle. 

 Yes □   No □ 

Do you have parental responsibility? *   Yes □   No □ 

If no, please provide permission from the person(s) with parental responsibility confirming they are 
in agreement with the application. 
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Section 4: Parental declaration 
 
If you deliberately give false information, we may withdraw the offer of a school place. 
 
All of the information I have given on this form is correct and up to date.  
 
I have read and understand the school’s admissions policy. 
 
I understand that you will inform my child’s current school of this application  
 
I understand that my child must be able to take up the allocated school place immediately and 
that the place may be withdrawn if not accepted within 10 school days. 
 

I confirm I have parental responsibility for this child and/or the agreement of all 
persons with parental responsibility 
 

□ 

I enclose:      Supporting evidence relating to the application, including proof of 
arrival if applicable  

□ 

 
Proof of address ‐ we cannot process the application without this.  □ 

 
   

Your full name   

Your signature    Date:   

     

 

 
Please return this application form to the office of: 

Orchard Primary School 
Gammons Lane, Watford WD24 5JW 

 
 
 
 
 
 

 
 
 
 
 
 
 

It is very important that you include all necessary documentation 
with your application in order to avoid any delays.  
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THE ORCHARD PRIMARY SCHOOL 

APPLICATION FOR ADMISSION OUTSIDE NORMAL AGE GROUP 

This is not an application for admission – it is an application to the Academy Governing Board for their 
agreement in principle to the child being admitted to any year group other than the child’s normal year 
group.  The  completed  form  and  any  supporting  documentation must  be  submitted  to  The  Orchard 
Primary School for consideration by the Academy Governing Board as soon as possible.  Regardless of 
the outcome of this application, a separate application for admission will need to be made in the usual 
way, and will be considered with all other applications received, applying the oversubscription criteria 
as appropriate.   

In the case of children born between 1 April and 31 August (known as “summer born children”) whose 
parents want them to start Reception Year one year  later than usual (i.e.  in the September following 
their fifth birthday, rather than the September following their fourth birthday), the application should 
be made well  in advance of the application deadline for the child’s admission to Reception Year with 
their  normal  age  group,  to  keep  all  options  open.   Where  the Academy Governing  Board  agrees  an 
application  in principle,  their  letter confirming this should accompany the subsequent application for 
admission. 

This form should be read alongside the School’s Admissions Policy. 

This form should be completed by the parent with whom the child lives for more than 50% of their 
time from Monday to Friday during term time.  Please complete in block capitals using black ink.  All 
names provided must  be  formal  names,  as  stated  in  passports  and other  formal  documents.    The 
completed form should be forwarded to the school office at The Orchard Primary School. 

 
 

PART A – CHILD’S DETAILS 

Child’s Surname:   

Child’s Forename(s):   

Child’s Date of Birth:   

Child’s Main Home Address: 

(as defined in the Admissions Policy) 
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PART B – PARENT’S DETAILS 

Parent’s Surname:   

Parent’s Forename(s):   

Parent’s Home Address: 

(If different) 

 

 

 

Parent’s Email Address:   

Parent’s Contact Number:   

 
 

PART C – APPLICATION DETAILS 

What date do you want the child to be admitted?   

What  year  group  do  you  want  the  child  to  be 
admitted to? 

 

What year group would the child’s normal age group 
be in? 

 

Please give detailed  reasons  for your belief  that  it  is  in  the best  interests of your  child  to be admitted 
outside their normal age group.  In doing so, please consider the following factors which will be considered 
by the Academy Governing Board: 

• The parents’ views; 
• The Headteacher’s view; 
• The child’s academic, social and emotional development; 
• Where relevant, the child’s medical history and the views of their medical professionals; 
• Whether the child has previously been educated outside of their normal age group; 
• Whether the child would have naturally have fallen into a lower age range were it not for having been 

born prematurely. 

This is a non‐exhaustive list.  There may be other factors that the Academy Governing Board will consider.  
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Please list all documents attached in support of your application: 

 

 

 

 

 

 

 

 

 
 

PART D – PARENT’S SIGNATURE 

I certify that the information provided in this form is true and accurate, to the best of my knowledge and 
belief: 

Signed:   

Print name:   

Date:   

   
 



 
 
 

The Diocese of Westminster Academy Trust 
A Catholic Academy 

Our Lady Catholic  
Primary School 

 

2019/2020 
 

Admission Policy 



 
Our Lady Catholic Primary School was founded by the Catholic Church 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 be 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 Admission Number (PAN) for the reception class at Our Lady Catholic Primary School 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 2019. Applications are welcome from families whose child reaches 
his/her 4th birthday between 1st September 2018 and 31st August 2019. 
 
Whenever there are more applications than places available, priority will always be given to Catholic 
applicants in accordance with the Trust Deed of the Diocese of Westminster. Applications will be ranked using 
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. 
 
PUPILS WITH AN 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. (This used to be called a Statement of Special Educational Needs). 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 their EHC Plan will be 
admitted. 
 
OVERSUBSCRIPTION CRITERIA 
Where there are more applications than the number of places available, places will be offered according to 
the following order of priority: - 
 
1. Baptised Catholic ‘looked after’ and previously ‘looked after’ children, who have been adopted or made 

subject to child arrangements orders or special guardianship orders. 
 

2. Baptised Catholic children from Catholic families with a Certificate of Catholic Practice of teachers at Our 
Lady School who have been employed at the school as a teacher for more than two years at the time at 
which the application for admission to the school is made. 
 

3. Baptised Catholic children from Catholic families with a Certificate of Catholic Practice who will have a 
sibling on roll at Our Lady School at the time of admission. 
 

4. Baptised Catholic children from Catholic families with a Certificate of Catholic Practice who are resident in 
the parish of Our Lady Immaculate and St Andrew, Hitchin.  Baptised Catholic children from Catholic 
families with a Certificate of Catholic Practice who are resident outside the parish of Our Lady Immaculate 
& St Andrew and for whom Our Lady is the nearest Catholic school to their normal place of residence. 
 

5. Other Baptised Catholic children from Catholic families with a Certificate of Catholic Practice. 
 

6. Other Baptised Catholic children. 
 
7. All other looked after children and children who have been adopted (or made subject to Child 

Arrangement orders or special guardianship orders) immediately following being looked after. 
 

8. Other children of teachers at Our Lady School who have been employed at the school as a teacher for 
more than two years at the time at which the application for admission to the school is made. 
 

9. Children of Catechumens. 
 

10. Members of an Orthodox Church. 
 



11. Christians of other denominations. 
 

12. Children of other faiths. 
 
13. Any other applicants. 
 
MULTIPLE APPLICATIONS 
Where the final place is offered to a child who has other siblings applying for a place in the same school year, 
these siblings will also be admitted. 
 
APPLICATIONS IN PREVIOUS YEARS 
For the past four years the governing body has been unable to offer places to any applicants beyond 
oversubscription criterion 10. Whilst the school welcomes applications from all categories, it is usually 
oversubscribed by Catholic candidates.  
 
Please refer to the Notes over the page, for a definition of Catholic, Catechumen, Orthodox and other terms 
mentioned in the above list.   
 
The attendance of a sibling* (see notes) at the school at the time of enrolment will increase the priority of an 
application within categories 6-13. 
 
TIE BREAK 
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. 
Distance Rule I: Where the offer of places to all the applicants in any of the subcategories listed above would 
still lead to oversubscription, the places up to the admission number will be offered to those living nearest to 
the school.  This will be measured in a straight line distance measurement provided by Hertfordshire County 
Council.  
4. Distance Rule II: If the last two children under any criteria live the same distance from school the offer of a 
place up to the admission number will be decided by random allocation. This will be a lottery which will be 
carried out by the governors in the presence of an independent witness. 
 
TWINS/TRIPLETS etc. 
Where the last place is offered to a twin (or other child of multiple birth) the remaining child or children will 
be admitted as ‘excepted children’. They will remain ‘excepted’ until the end of key stage 1.  When a child in 
the class leaves they will not be replaced until the number drops to below 30. 
 
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 local authority 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. 
 
APPLICATION PROCEDURE for 2019-2020 
In order to make an application, you must complete an online Application Form from your local authority. 
(paper forms can also be obtained from your local authority.) All published information for Hertfordshire 
residents is available at www.hertfordshire.gov.uk/ admissions. The closing date is 15th January 2019. 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. If you do not complete both of the forms described 
above and return them by 15th January 2019, 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.  
 



CHILDREN EDUCATED OUTSIDE THEIR CHRONOLOGICAL AGE GROUP (except summer born children) 
Parents may apply for their child to be educated outside his/her chronological age group i.e. a year behind or 
a year ahead. Application should be made to the Chair of Governors at the time of application and any 
supporting evidence should be submitted at the same time. Governors will consider each case on its own 
merits and permission will only be given in exceptional circumstances. 
 
CERTIFICATE OF CATHOLIC PRACTICE 
Applicants applying under criteria 2, 3, 4 and 5 should submit a Certificate of Catholic Practice (CCP) by the 
closing date. This Certificate is available from the priest at the parish where the family normally worships or 
from the diocesan website. It is the parent’s duty to ensure that the CCP is submitted to the school in good 
time. The priest will only sign this form if he knows you and agrees that you are a practising Catholic family. 
 
Allocations will be despatched by the Local Authority on behalf of the Governing Body on 16th April 2019. 
 
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. Should you wish to appeal please contact the school as soon as possible for an appeal form on which 
you must list your reasons for making an appeal. Appeals must be submitted to the school in writing by Friday 
24th May 2019. 
 
CONTINUING INTEREST LIST  
In addition to their right of appeal, unsuccessful candidates will be offered the opportunity to be placed on a 
continuing interest 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. Names will be removed 
from the list on 31st August 2020, unless applicants request in writing to remain on the list.   
 
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 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. 
 
IN-YEAR ADMISSIONS  
The school will remain part of the county council’s coordinated In Year admissions scheme. Application forms 
can be accessed via www.hertsdirect.gov.uk/admissions or from the Customer Service Centre, 0300 123 4043.  
Parents should return the application form direct to Herts County Council and also complete a new 
Supplementary Information Form which must be returned to the school together with an up to date 
Certificate of Catholic Practice (where applicable). 
Where there is no continuing interest list the local authority will be notified 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 oversubscription criteria, with the following modifications: Catholic 
children without an offer of a school place elsewhere are given priority immediately after Catholic ‘looked-
after’ children; similarly, other children without an offer of a school place are given priority immediately after 
other ‘looked-after’ children. 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 
continuing interest list. This continuing interest list will be maintained by the governing body in the order of 
the oversubscription criteria as modified above and not in the order in which the applications are received. 
Names are removed from the list at the end of August each year, therefore parents will need to re-apply at 
the start of each academic year for their child to be included in the continuing interest list and provide a new 
Supplementary Information form and an up to date Certificate of Catholic Practice. When a place becomes 
available the governing body will re-rank the list so that the Local Authority can inform the parent that the 
school is making an offer.  Classes at Key Stage 2 will be limited to thirty two pupils. 

http://www.hertsdirect.gov.uk/admissions


RECEPTION YEAR DEFERRED ENTRY 
Applicants may defer entry to school up until compulsory school age i.e. the first day of term following the 
child’s fifth birthday.  Application is made in the usual way and then the deferral is requested.  The place will 
then be held until the first day of the spring or summer term as applicable.  Applicants may also request that 
their child attend part-time until compulsory school age is reached.  Entry may not be deferred beyond 
compulsory school age or beyond the year for which the application has been made. Therefore applicants 
whose children have birthdays in the summer term may only defer until the 1ST April 2020.  
 
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 for the 2020-2021 admissions round. This 
application will be treated in the same way as all other applications and there is no guarantee that an offer 
will be made. 
 
NOTES (these notes form part of the oversubscription criteria) 
 
‘Looked after child’ has the same meaning as in S.22 of the Children Act 1989, and means any child in the care 
of a local authority or provided with accommodation by them (e.g. children with foster parents at the time of 
making an application to the school).  
 
‘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. 
 
 ‘Child Arrangements Order’. A Child Arrangements order is an order under the terms of the Children Act 
1989 s.8 settling the arrangements to be made as to the person with whom the child is to live. Children 
‘looked after’ immediately before the order is made qualify in this category. 
 
‘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 child’s special guardian(s). 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 brother or sister, to include adopted brothers and sisters, half, step or foster brothers and 
sisters. 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. A sibling relationship does not apply when the older 
child will leave before the younger one starts. 
 
‘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 issued by the family’s parish priest (or the priest in charge 
of the church where the family attends Mass) in the form laid down by the Bishops’ Conference of England 
and Wales. It will be issued if the priest is satisfied that at least one Catholic parent or carer (along with the 
child, if he or she is over seven years old) have (except when it was impossible to do so) attended Mass on 
Sundays and holy days of obligation for at least five years (or, in the case of a child, since the age of seven, if 
shorter). It will also be issued when the practice has been continuous since being received into the Church if 
that occurred less than five years ago. It is expected that most Certificates will be issued on the basis of 
attendance. A Certificate may also be issued by the priest when attendance is interrupted by exceptional 
circumstances which excuse from the obligation to attend on that occasion or occasions. Further details of 
these circumstances can be found in the guidance issued to priests at  
http://rcdow.org.uk/att/files/education/admissions/certificate%20of%20catholic%20practice%20guidance%2
0for%20clergy.pdf 

http://rcdow.org.uk/att/files/education/admissions/certificate%20of%20catholic%20practice%20guidance%20for%20clergy.pdf
http://rcdow.org.uk/att/files/education/admissions/certificate%20of%20catholic%20practice%20guidance%20for%20clergy.pdf


 
 ‘Catechumen’ means a child or parent 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 for a child aged 7 or over. For a 
child under 7 years of age it will be the certificate of the parent. 
 
‘Eastern Christian Church’ includes Orthodox Churches, and is evidenced by a Certificate of Baptism or 
Reception from the authorities of that Church. 
 
“children of other Christian denominations” means  children who belong to other churches and ecclesial 
communities which, acknowledge God’s revelation in Christ, confess the Lord Jesus Christ as God and Saviour 
according to the Scriptures, and, in obedience to God’s will and in the power of the Holy Spirit commit 
themselves: to seek a deepening of their communion with Christ and with one another in the Church, which is 
his body; and to fulfil their mission to proclaim the Gospel by common witness and service in the world to the 
glory of the one God, Father, Son and Holy Spirit. An ecclesial community which on principle has no credal 
statements in its tradition, is included if it manifests faith in Christ as witnessed to in the Scriptures and is 
committed to working in the spirit of the above. 

All members of Churches Together in England and CYTÛN are deemed to be included in the above definition, 
as are all other churches and ecclesial communities that are in membership of any local Churches Together 
Group (by whatever title) on the above basis. 

 

“Children of other faiths” means children who are members of a religious community that does not fall within 
the definition of ‘other Christian denominations’ at 7 above and which falls within the definition of a religion 
for the purposes of charity law. The Charities Act 2011 defines religion to include: 

• A religion which involves belief in more than one God, and 

• A religion which does not involve belief in a God. 

Case law has identified certain characteristics which describe the meaning of religion for the purposes of 
charity law, which are characterised by a belief in a supreme being and an expression of belief in that  
supreme being through worship. 

‘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. 
 
Parish Boundaries – for the purposes of this Policy, parish boundaries are as shown on the attached map. (If 
parishes or other geographical areas are mentioned in the oversubscription criteria a map must be provided.) 
 
‘Distance from school’ 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 distances are identical, the Governing Body will draw lots in the 
presence of an independent witness. The same measurement is used to determine the nearest Catholic 
school to your normal place of residence.  
 
 
 
 
 



            
  OUR LADY CATHOLIC PRIMARY SCHOOL 

              The Diocese of Westminster Academy Trust   A Catholic Academy  
Old Hale Way, Hitchin, Herts, SG5 1XT 

www.ourladys.herts.sch.uk          
  admin@ourladys.herts.sch.uk 

                                          Tel: 01462 622555  
Head Teacher: Ciara Nicholson NPQH 

SUPPLEMENTARY INFORMATION FORM 2019-2020 
 
Child’s Details 
Child’s Surname 
 

 

Child’s First Name 
 

 

Child’s Date of Birth 
 

 

Home Address 
 
 
 
 

 

 
Parent / Carer Details 
Parent / Carer Name 
 

 

Home Address (if different 
from above) 
 
 

 

Home Telephone Number 
 

 

Mobile Telephone Number 
 

 

Email Address 
 

 

 
Details of Religion 
Religion of Child 
 

 

Parish of Residence 
 

 

Church of Baptism 
(Baptism Certificate 
Required) 

 

Date of Baptism 
 

 

Name and position of Priest 
providing Certificate of Catholic 
Practice or Religious Leader 
supplying letter confirming 
membership of the faith 
community(where appropriate) 
 

 

mailto:admin@ourladys.herts.sch.uk


 
 

 
 
 
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’?         

 
Yes 
 

No 

            
Name/s of siblings who will be on roll at Our Lady School in September 2019 
 
 
 
 
 
 

Signature of Parent or Carer  
 
 
 

 
Date  
 
 
 
 
 
 

************************************************************************************* 
 
 

Please Note 
• Parents / carers can obtain a Certificate of Catholic Practice from the priest at the parish where 

the family normally worships  
• Applicants from other Christian denominations and other faiths may attach a letter from their 

minister or religious leader, confirming membership. 
• You MUST complete your local authority’s online  Application Form (or hard copy returned to the 

council offices) by the closing date. If you do not you will not be offered a place. 
 
 
Checklist  
Have you enclosed? 

• Copy of Baptism certificate (where applicable) 
• Certificate of Catholic Practice (if appropriate) 

 
Have you completed? 

• Your local authority’s online Application Form 
 
 

 



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.  
  

Important checklist: have you also……? (Please tick boxes)   

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


1. Completed the Local Authority on-line Common Application Form (n/a for Nursery) 

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.  
  

  

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 …………………………………………………………  
  

   

   

   

  



    
     

 
 
 
 
 
 
 
 

Admissions Policies 2019/20 
 

Policy 1004 - Reception 
 
 
 

 
 
 
 
 
 
 

Our Lady Catholic Primary School 
“We learn to love and love to learn with Jesus” 
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1 Admission Policy: Reception 2019/20 
 
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.hertfordshire.gov.uk/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 4 of the oversubscription criteria.  Notification letters will be sent out 
by the  LA on behalf of the governors on or around 16th April 2019. 

• 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 
‘Published 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-2019 & 31-Aug-2020 First day of Autumn term (Sep-2019) 
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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.   

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

4. Other baptised Catholic children* whose parents / guardians are practising their faith as evidenced by a 
Certificate of Catholic Practice from their parish priest. 

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 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. Sibling includes 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. 

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). 
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‘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. 

 

1.4 Applications in the previous year 
In 2014/15, the school was oversubscribed. The school received 73 applications for the 30 places (PAN). 
Places were offered in accordance with the oversubscription criteria. 

 

1.5 Process & timeline 
As a Hertfordshire school, the Governors work with the Hertfordshire Local Education Authority (‘LA’) co-
ordinated admissions arrangements. All the published information is available at 
www.hertfordshire.gov.uk/admissions. 

To apply for a place at the school: 

1. Applicants should complete the Hertfordshire LA Common Application Form (CAF), either online at 
www.hertfordshire.gov.uk/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.hertfordshire.gov.uk/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.   
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Timeline 

• The deadline for the admissions round for September 2019 Entry (“Application Deadline”) is 15th January 
2019 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. 

• Please be aware that HCC send out very few hard copy letters (as the vast majority of parents apply on 
line). Allocation information will be despatched on the 16th April 2019. 

 

1.6 Additional provisions 
 
Age of Admission and Deferral of Places 

Local Authority policy is that children born on and between 1 September 2014 and 31 August 2015* would 
normally commence primary school in Reception in the academic year beginning in September 2019. 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 (which is the 1st January, 1st April or 1st September 
following their 5th birthday). 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 individual school(s) to discuss their 
child’s requirements. 

Summer born children (1st April – 31st August) – Entry to Reception 

Legally, a child does not have to start school until the start of the term following their fifth birthday. Children 
born between 1 April 2015 and 31 August 2015 are categorised as “summer born” and if parents/carers do 
not believe that their summer born child is ready to join Reception in 2019 they should contact the schools for 
guidance before making an application. 

Summer born applications that are delayed for a year (for entry in September 2020) will be processed in 
exactly the same way as all other reception applications received at that time; there is no guarantee that a 
place will be offered at a child’s preferred school. 

If parents wish to delay their application for a Reception place they are advised to discuss their child’s 
needs/development with their current early years or nursery provider. If parents wish their child to remain in 
their existing nursery school or class for a further year (rather than moving into the Reception year group) 
they must let their current school know before the end of the Spring term in 2019 (before the Easter break). 

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 plan will be admitted to the school. 
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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.  

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’ and ‘children who were previously looked after’ (n.1,2) means a child who is either 
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) (n.3). All children adopted from care 
who are of compulsory school age are eligible for admission under rules 1 or 6. 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 rules 1 or 6. Children who were not ‘looked after’ immediately 
before being adopted or made the subject of a child arrangement order or special guardianship order (n.4), will 
not be prioritised under rules 1 or 6.  
(n.1) ‘Children who were previously looked after’ (n.1) i.e. ceased to be so because they were adopted (or became subject to a child 
arrangements order or a special guardianship order) 
(n.2) 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. 
(n.3) ‘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. 
(n.4) An order, under 14A of The Children Act 1989, which appoints one or more individuals to be a child’s special guardian or guardians. 
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‘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 Certificate of Catholic Practice 
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. 

‘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.  
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Diocese of Westminster  
Catholic Primary Schools    
Supplementary Information Form (SIF) 2019/20                                  

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:  

  

         

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 the school will endeavour to contact you.  Incomplete 
applications will not be considered.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

   

   

   

  

Our Lady Catholic Primary School  Page 12 of 13 



    
     
  
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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OXHEY WOOD PRIMARY SCHOOL 

 

Herts for Learning Multi Academy Trust 

  

Admissions Policy for 2019/2020 

 

Oxhey Wood Primary School (the “School”) is an academy within the Herts for Learning Multi 

Academy Trust (the “Trust”) 

 

The Trust is the admissions authority for the School and is therefore responsible for determining and 

implementing the admission arrangements for the School each year in accordance with the School 

Admissions Code 2014 (“the Code”) and other legislation.   

 

EQUALITY AND INCLUSION 

 

The School is fully inclusive and welcomes applications for the admission of children of all abilities and 

needs, including those with special educational needs and disabilities.  The School fully complies with 

its responsibilities under the Equality Act 2010.   

 

PUBLISHED ADMISSION NUMBER (“PAN”) 
 
The School will provide for the admission of the appropriate number of children in accordance with 
the published admission number (“PAN”). The PAN for Reception Year at the School is 60.   
   
This means that the School will admit up to that number of children in the September of the school 
year to which this policy applies. 
 

Where fewer applications are received than the PAN, the School will offer places to all those who 

have applied.     

 

Applications for places  in Reception should be made on the Local Authority’s Common Application 

Form.  This  is  accessible  on  the  LA’s website  (www.hertfordshire.gov.uk/admissions)  and must  be 

submitted  in  accordance with  the  LA’s  published  deadlines  for  applications,  namely  Tuesday  15th 

January 2019.    

 

Late applications will be accepted but will not be considered until all applications received on or before 
the application deadline have been processed, which will reduce the chance of achieving a place for 
the child.  
 
CHILDREN WHO CURRENTLY HAVE A NURSERY PLACE AT THE SCHOOL  
 
The School has an on‐site nursery.   Where a child attends  the School’s nursery, an application  for 
admission  into  Reception  Year must  still  be  submitted.    There  is  no  automatic  transfer  from  the 
nursery to Reception Year at the School. 
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CHILDREN WITH AN EDUCATION HEALTH AND CARE PLAN 
 

There are separate statutory procedures in place which govern the admission of children with special 

educational needs (“SEN”) for whom an education health and care plan (“EHC plan”) has been issued 

by their Local Authority.  This means that the parents of children who have an EHC plan should not 

apply  for  admission  of  their  child  to  the  School  under  this  Admission  Policy.    If  parents  have  a 

preference for the School to be named as the provider in their child’s EHC plan, the Local Authority 

needs to be made aware of this so that they can consider whether the School is suitable in consultation 

with the child’s parents and the School.  

 

Where a child’s EHC plan names the School as the provider, the child will be admitted to the School 

even if this will result in the published admission number (“PAN”) for that year group, or the statutory 

maximum infant class size, being exceeded.  Where admission is to Reception Year in September (i.e. 

in the normal admission round), the number of places available within the PAN for other children will 

be reduced.   

 

Where a child is in the process of being assessed by the Local Authority to establish whether an EHC 

plan should be made, parents should speak to the Local Authority before applying for admission under 

this Admission Policy, to check the stage the assessment has reached and whether a decision to make 

an  EHC  plan  will  be made  before  the  application  deadline  as,  if  it  has,  an  application  under  this 

Admission Policy will not be necessary. 

 

OVERSUBSCRIPTION CRITERIA     

 

After  the  admission  of  pupils with  an  Education  and Health  Care  Plan  and where  the Academy  is 

oversubscribed, priority for admission will be given to those children in priority order below:     

 

1. Looked  after  children  and  previously  looked  after  children  (or  became  subject  to  a  child 
arrangements order or a special guardianship order) with those living nearer receiving higher 
priority. 
 
A  “looked  after  child”  is  a  child  in  public  care,  looked  after  by  an  English  or Welsh  local 
authority, at the date on which the application is made.  A “previously looked after child” is a 
child who was  in public  care,  but  ceased  to be  so because  they were  adopted or became 
subject to a child arrangements order or special guardianship order immediately after being 
in public care. 
 
To  be  included  in  this  category,  the  application  for  admission  must  be  supported  by  the 
relevant Local Authority’s Children’s Services Department.  In the case of a previously looked 
after child, a copy of  the adoption or special guardianship order must also accompany the 
application for admission.  
 

2. Children who the Trust accepts have an exceptional medical or social need for a place at the 

school with those living nearer receiving higher priority.     

 

This category gives priority to children for whom Warren Dell Primary School is the only 

school that is appropriate for the child to attend because of the child’s exceptional medical 

or social need. 

 

Applications under this priority must be accompanied by a Priority 2 Form, which is available 

from our website. 

 



        

3 

 

Part A of the Priority 2 Form must be completed by the parent(s) before being provided to the 

child or parent’s doctor, social worker or other relevant independent professional who must 

then completed Part B, sign, stamp and date the form.   The doctor, social worker or other 

relevant  independent  professional  must  expressly  confirm  not  only  the  nature  of  the 

exceptional medical or social need of the child, but also the reason why it is appropriate for 

the child to attend the school, why no other school is suitable, and the reasons why this is the 

case.   

 

The completed, signed and stamped Priority 2 Form must be sent to the address provided on 

the form.   The Academy will  then  inform HCC of any successful applications as part of  the 

allocation process. An application under this priority will not be considered in cases where the 

completed, signed and stamped Priority 2 Form is received after the common application form 

has been submitted. 

 

Applications  under  Priority  2  will  be  considered  by  the  Academy  Governing  Body  (or  the 

relevant Admissions Committee). 

 

3. Linked School: This rule does not apply to this school (for infant and junior schools only) 

 

4. Children with a brother or sister already attending the school and who will still be attending 

on the date of admission with those living nearer receiving higher priority 

 

Note: this category includes full brothers and sisters, adopted, or foster brothers and sisters, 

half brothers and sisters or stepbrothers and sisters. Parents/Guardians should note that in 

all these cases, the brother or sister must be living at the same address as the child for 

whom the application is being made.   

 

For the avoidance of doubt, other children within the family (for example, cousins) who live at 
the same address because members of the child’s extended family (for example, aunts and 
uncles) also live there, will not be regarded as siblings for the purpose of this priority. 
 

In Year admissions: the sibling may be in the school’s final year as long as they will still be in 

attendance at the time of admission 

 

   5.      Children of school staff where:  

 

a. the member of staff has been employed at the school for two or more years at the time 

at which the application for admission to the school is made; and / or  

 

b. where the member of staff is recruited to fill a vacant post for which there is a 

demonstrable shortage with those living nearer receiving higher priority. 

 

For the purposes of satisfying these criteria, a member of staff is defined as a permanent 

member of the teaching staff, or a permanent member of the non‐teaching staff. This 

definition does not include contract staff. This definition does not include peripatetic staff 

employed by HCC. The child must be living permanently with the member of staff including 

step children and the children of partners living permanently in the same house. 

 

    6.      All other children. 

 

Children not falling into any of the above categories will be allocated places in this category 

by reference to the proximity of the child’s home address (as defined by this policy) to the 

School, with those living nearer receiving higher priority. 
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DISTANCE MEASURING 
 
Hertfordshire County Council’s  ‘straight  line’ distance measurement system is used for 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. 
 
In  the  case  of  multi‐dwelling  buildings  (for  example,  an  apartment  block),  the  distance  will  be 
measured from same GIS determined point in the building regardless of the actual location within the 
building of the child’s home address, with the tie breaker being applied if more than one application 
is received for children living in the building (see below). 
 

TIE BREAKER 
 
Where  two applications  cannot otherwise be  separated because  the distance between  the  child’s 
home address (as defined by this policy) to the School is the same, the order in which places will be 
allocated will be determined by random lottery using the Local Authority’s software in the presence 
of a person who is independent of the School. 
 
CHILD’S HOME ADDRESS 

 

The address given on the application form must be the child’s main home address, which will usually 
be the address at which Child Benefit is claimed or if there is no entitlement to Child Benefit, then the 
address at which the child is registered with their GP will be used.  A business address or the address 
of a parent with whom the child does not live, a relative or a child minder must not be given.   
 

The  child’s  home  address  stated  must  be  a  residential  property  that  is  the  child’s  only  or  main 

residence, and not an address at which he or she might sometimes stay or sleep. 

 

Where a child spends part of the week with different parents/carers the home address will be the 
address at which the child spends the majority of weekday nights during term time. If two addresses 
are given, only one will  be accepted, which will be  the address which meets  the definition  stated 
above. Where there is a dispute over which address is the child’s main home address, the address at 
which Child Benefit is claimed or if there is no entitlement to Child Benefit, then the address at which 
the child is registered with their GP will be deemed to be their main home address. 
 

Proof of residence or offer of letting from landlord will be required. 

     

STATUTORY MAXIMUM INFANT CLASS SIZE 
 
The maximum number of pupils legally permitted to be in a class in Reception Year, Year 1 or Year 2 
class is 30 pupils.   
 
There are specified circumstances in which some categories of children will not be counted towards 
the  class  size,  allowing  for  these  children  to  be  admitted  to  a  class  containing  30  or more  pupils 
without breaching the statutory maximum infant class size.  These children are known as “excepted 
pupils” until the class size falls back to 30 pupils.  Parents are referred to Paragraph 2.15 of the Code 
(which is accessible on the Department for Education’s website) for further details in this respect. 
 
Children of multiple birth   

   

If the last child to be offered a place (the 30th place in a school with a PAN of 30 for example) we will 

endeavour to admit the child’s twin, triplet etc., if they all apply at the same time. This is because 
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the School Admissions Code allows us to admit such siblings as exceptions to the infant class size 

limit and operate with classes of over 30.     

 

CHILDREN OF UK SERVICE PERSONNEL AND CROWN SERVANTS 
 
The School will accept applications for the admission of the children of UK Armed Forces Personnel 
with a confirmed posting in the area of the School, or the children of Crown Servants returning from 
overseas to live in the area of the School, in advance of them arriving.  These children do not have to 
be living at the stated home address at the application deadline, as all other children do. 
 
The application for admission must be supported by an official letter declaring the relocation date and 
a Unit postal address or quartering area address, which will be used as the child’s home address for 
the purpose of applying this Admission Policy. 
 

FAIR ACCESS 
 

The school is committed to taking its fair share of vulnerable children who are hard to place, in 

accordance with locally agreed protocols.   Children admitted under the protocol will be prioritised 

above those on the waiting list and can be admitted over the PAN.  

 

WAITING LISTS     

 

The School will operate a waiting list for each year group. Where in any year the School receives more 

applications for places than there are places available, a waiting list will operate until the end of the 

academic year. This will be maintained by the School and it will be open to any parent/guardian to ask 

for his or her child’s name to be placed on the waiting list, following an unsuccessful application.     

     

Children’s  position  on  the  waiting  list  will  be  determined  solely  in  accordance  with  the 

oversubscription  criteria.  Where  places  become  vacant  they  will  be  allocated  to  children  on  the 

waiting list in accordance with the oversubscription criteria.    

 

ARRANGEMENTS FOR ADMITTING PUPILS TO OTHER YEAR GROUPS,  INCLUDING REPLACING ANY 

PUPILS WHO HAVE LEFT THE SCHOOL (‘IN‐YEAR ADMISSIONS’)       

 

You can apply to change school during the school year. We call this an "in year admission". 

 

To apply for an in‐year admission to Oxhey Wood Primary please complete the ‘In year Admissions 

Form’ available from www.oxheywood.herts.sch.uk  and send it and any supporting documentation 

to admin@oxheywood.herts.sch.uk  

 

We'll let you know if you're successful within 10 working days, once we receive your application, proof 

of address and any additional documents needed. If the year group applied for has a place available, 

the School will admit the child. If more applications are received than there are places available, the 

place will be allocated applying the oversubscription criteria set out above.  

 

You need  to accept or decline any place offered.    If  a place  is not available,  you will be given  the 

opportunity to have your name added to the waiting  list.   You will also have a right to appeal  the 

decision. 

  

AGE ON ADMISSION TO RECEPTION YEAR 

  

All children are entitled to a full‐time place in Reception Year at a primary school from the September 
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following their fourth birthday.  Children do not, however, reach compulsory school age until the first 

of  three  prescribed  dates  after  their  fifth  birthday.   These  prescribed  dates  are  31 December,  31 

March and 31 August. 

  

For example, a child who will reach the age of five years on 18 November will not reach compulsory 

school age until the following 1 January, a child who will reach the age of five years on 22 March will 

not reach compulsory school age until the following 1 April and a child who will reach the age of five 

years on 3 June will not reach compulsory school age until the following 31 August. 

 

Deferred entry and part‐time attendance 

 

Parents offered a place for their child have a right to defer entry, or to take a place up part‐time, 

until the start of the term beginning immediately after their child has reached compulsory school 

age. However, places cannot be deferred until the next academic year. Parents can also ask that 

their child attends on a part‐time basis until they reach compulsory school age. 

 

However, the start date for a child born between 1 April and 31 August who will not reach compulsory 

school age until 31 August (known as a “summer born child”) cannot be deferred later than the first 

day of the last term (usually when the School reopens after Easter) without losing the place achieved, 

which will  then  be  allocated  to  another  child.    Parents  of  “summer  born  children”  can,  however, 

choose to delay their child starting school for a whole school year (see below).  

 

Parents may also choose to send their child to school part‐time until they reach compulsory school 

age (i.e. on one of the three prescribed dates stated above).  Unlike the right to defer entry, this right 

can be exercised during the last term in the case of “summer born children”, and can also be exercised 

in combination with the right to defer the child’s start date until later in the school year, as set out 

above.  

 

For example, a child born on 18 November could start school part‐time from 1 September and then 

full‐time from 1  January, and a child born on 22 March could start school part‐time from either 1 

September or 1 January and then full‐time from 1 April. 

 

Delayed entry for “summer born children”  

 

Parents of summer born children have the following options in relation to their child: 

 

1. To start school full‐time in Reception Year in the September following their fourth birthday in 
the usual way; or 

 

2. To retain the place they have achieved for their child in Reception Year and decide that their 
child will start school later in the school year (i.e. deferred entry) and/or attend part‐time, as 
set out above; or 

 

3. To lose any place achieved for their child in Reception Year and delay (rather than defer) their 
child starting school for one whole school year (i.e. following September). 

 

Parents choosing to exercise the third option will need to decide whether they want their child to be 

admitted to Year 1 in the following September with their usual age group (subject to their being an 

available place  in Year 1,  as no place will  be have been  reserved  for  the  child) or be admitted  to 

Reception Year in the following September with children below their normal age group.   

 

The latter option requires parents to submit a separate Application for Admission Outside Normal Age 
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Group to the AGB of the School (see below).  In the event that the Application for Admission Outside 

Normal Age Group is approved by the Academy Governing Body, there is no guarantee that a place 

will be available in the preferred year group.  Once a decision has been made, the School will apply its 

oversubscription criteria to decide whether a place can be offered in that age group. This means that, 

although the parents may have obtained the School’s agreement to their child being admitted below 

its normal age range into Reception Year one school year after being eligible to start school, their child 

may not achieve a place in Reception Year at the School the following year. 

 

In the case of summer born children seeking to delay starting school for one school year and then to 

be  admitted  into Reception Year below  their  normal  age  group,  an  application  for  admission  into 

Reception Year using with the child’s normal age group should be made in the usual way accompanied 

by a request to be admitted into Reception Year the following year (by completing the “Application 

For Admission Outside Normal Age Group Form” with supporting evidence).   

 

Provided the application is received in time, parents will receive a response to their request before 

primary national offer day. If a request is agreed, the application for the normal age group may be 

withdrawn before a place is offered. If a request is refused, the parent must decide whether to: 

 

a. accept the offer of a place for the normal age group (if an offer is made); or  

 

b. refuse it and make an in year application for admission to Year 1 for the September following 

the child’s fifth birthday (there is no guarantee that places will be available in Year 1 if the 

school is oversubscribed).  

 

Where a parent’s request for admission outside of the normal age group for summer born children is 

agreed, a new application must be submitted as part of the main admissions round the following year. 

 

Parents do not have a right of appeal if they have been offered a place and it is not in the year group 

they would like. However, parents may make a complaint about the School’s decision not to admit 

their child outside their normal age group. 

   

ADMISSION OF CHILDREN OUTSIDE THEIR NORMAL AGE GROUP    

 
Parents may request that their child is admitted to a year group outside their normal age range, for 

instance where the child is gifted or talented or where a child has suffered from particular social or 

medical issues impacting his or her schooling. All such requests will be considered on their merits and 

either agreed or refused, on that basis.  If a request  is refused, the child will still be considered for 

admission to their normal age group.    

 

Parents wishing  to submit a  request  for  their child  to be admitted outside  their normal age group 

should submit an “Application For Admission Outside Normal Age Group Form” which is available from 

www.oxheywood.herts.sch.uk  

 

The process for requesting such an admission is as follows:  

 

With the application, parents should request that the child is admitted to another year group (state 

which one), and the reasons for that request. Parents will submit any evidence in support of their case 

with the application, for instance from a medical practitioner, Headteacher etc. Some of the evidence 

a parent might submit could include:    
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1. Whether  the  child  is  ‘summer  born’  and  is  seeking  admission  to  a  year  group  other  than 

reception (or is seeking admission to reception rather than year 1);  

 

2. Information about the child’s academic, social and emotional development; 

 

3. Where relevant, their medical history and the views of a medical professional; 

 

4. Whether they have previously been educated out of their normal age group;  

 

5. Whether they may naturally have fallen into a lower age group if it were not for being born 

prematurely.    

 

This  is  a  non‐exhaustive  list.  There may  be  other  factors  that  the  Academy  Governing  Board will 

consider.  The  school  will  consider  each  case  on  its  merits,  taking  into  account  the  individual 

circumstances of the request and the child’s best interests. We will also ensure the parent is aware of 

whether the request for admission out of age group has been agreed before final offers are made, and 

the reason for any refusal. Requests for admission out of the normal year group will be considered 

alongside other applications made at the same time. An application from a child who would ‘normally’ 

be a year 1 child for a reception place will be considered alongside applications for reception.    

     

ARRANGEMENTS FOR APPEALS PANELS     

 

Parents/Carers will have the right of appeal to an Independent Appeal Panel if they are dissatisfied 

with an admission decision of the School. The Appeal Panel will be independent of the School.  The 

arrangements  for  Appeals  will  be  in  line with  the  Code  of  Practice  on  School  Admission  Appeals 

published by the Department for Education.  The determination of the appeal panel will be made in 

accordance with the Code of Practice on School Admission Appeals and is binding on all parties. 

 

Normal admissions round 

 

Parents  wishing  to  appeal  who  applied  through  Hertfordshire’s  online  system 

(www.hertfordshire.gov.uk/admissions) for the normal admissions round should log in to their online 

application and click on the link “register an appeal”. Out of county residents and paper applicants 

should call the Customer Service Centre on 0300 123 4043 to request their registration details and log 

into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals system”. 

 

In‐year admissions 

 

For  in‐year admissions, we will write to you with the outcome of your application and,  if you have 

been unsuccessful, the county council will write to you with registration details to enable you to login 

and appeal online at www.hertfordshire.gov.uk/schoolappeals  

 

 

  

THE  SCHOOL  EXPECTS  PARENTS  TO  PROVIDE  TRUE  AND  ACCURATE  INFORMATION.    IF  IT  IS 
DISCOVERED THAT FALSE INFORMATION HAS BEEN PROVIDED, THE OFFER OF A PLACE IS LIKELY TO 
BE WITHDRAWN.  
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Oxhey Wood Primary School 
 

Application Form 
In Year Admissions 

 
 
 
 

 
 

 Before you fill in this form, please read the guidance documents and information on our website 
at www.oxheywood.herts.sch.uk  

 

 Supplementary Information Forms (if applicable) and any additional supporting documentation 
should be returned direct to the school 

 

 Please complete this form using black ink and CAPITAL LETTERS 

 

 You must include two recent (within the last 3 months) forms of address evidence. One must 
be a council tax bill, utility bill, solicitor’s letter showing completion date or a signed tenancy 
agreement. Please do not send originals.  

 
 If moving/returning to the UK, you must also provide evidence of your arrival. This can be flight 

itinerary, boarding passes or ferry/train tickets. 

 
 

We cannot process an application without evidence of your address. 
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Section 1: Your child’s details 
 
 

Date place is required*:  

 
*Places are offered on the basis that they will be taken up within 10 school days. Please do not apply more 
than 4 weeks in advance of the date you require a place unless you are a service family. 
 

 

Your child’s details: 
 

First name 
 

Middle name(s)  Family name/Surname 
 

Date of birth  Current Year Group*  Female / Male 

 
*Hertfordshire will allocate a place into the usual year group based on your child’s date of birth. If you wish 
your child to be educated in a different year group to that indicated by their date of birth, please provide 
further details with this form. 
 
 

Your child’s current 
address and postcode 

Current address 
 
 
 
 

 

We check addresses and 
we will withdraw our offer 
of a school place if you 
give a false address 

 

Postcode 
   

  
 

Your child’s new 
address and postcode 

If you are moving house, please provide the new address below: 
 
 
 
 
Postcode 
   

Date of move* 

 

*Please ensure you enclose proof of your new address including the move date. This can be either a 
solicitor’s letter confirming completion or a copy of the formal lease agreement. If you are moving to a rental 
property, please provide evidence that you have sold or are in the process of selling your previous property, 
or that a previous lease agreement has ended. We will not be able to take into account a new address 
without proof as referred to above. 
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Section 2: Application details 
 
 

Does the child have a sibling at the school? * If yes, please give details below:  Yes □ No □ 

Name: 
 

Male/Female: 

  Date of birth: 

 

*A sibling is either 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. 
 
 

Does your child have an Education, Health and Care Plan (EHCP) or 
statement of special needs (SN)? 

Yes □ No □ 

 

A Statement of SN or an EHCP is a document written by the local authority detailing the child’s needs and the 
measures the school will take to help them. The SEN team at the local authority manage admissions for 
children with a statement and your application will be passed to them.  
 
 

Is the child you are making an application for in the care of the Local 
Authority (Child Looked After)? 

Yes □ No □ 

If yes, please indicate which local authority and include a supporting letter from the child’s social 
worker and/or advisory teacher: 

 
 

Was your child previously looked after but was then adopted or became 
subject to a child arrangements order or special guardianship order? 

Yes □ No □ 

If yes, please provide supporting evidence including a copy of the adoption order if applicable 

 
 

Are you applying under Rule 2 (exceptional medical or social needs)?*  Yes □ No □ 

*You must include supporting professional evidence clearly demonstrating why your child’s needs can only 
be met at one specific school. Please include all the evidence you wish us to consider as we can only 
consider the information received at the time of application. Rule 2 can only be re‐considered if there has 
been an exceptional change of circumstances 

 

 
 

Are you applying under the Children of Staff rule if applicable*?    Yes □    No □ 

*This is not currently applicable at this school 
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Are you or your partner UK service personnel or a crown servant?  Yes □ No □ 

If yes, please include an official MOD, FC or GCHQ letter showing relocation date 

 
 

 

Your child’s current school       
 

School Name  School Address 

Date last attended  
(if your child has left): 

 
 

 
 

 

Section 3: Your details 
 

Name of person making the 
application  (Usually a parent/carer) 

Title  Initial  Family Name 

Address if different to that given 
above 

Daytime telephone number 

Email address 
Our preferred way to contact you 

Your relationship to the child 

 

 

Is the child living with you under a private fostering arrangement? 
This is where the child lives with an adult who is not a close relative i.e. not a 
parent, grandparent, sibling, aunt or uncle. 

 Yes □   No □ 

Do you have parental responsibility? *   Yes □   No □ 

If no, please provide permission from the person(s) with parental responsibility confirming they are 
in agreement with the application. 
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Section 4: Parental declaration 
 
If you deliberately give false information, we may withdraw the offer of a school place. 
 
All of the information I have given on this form is correct and up to date.  
 
I have read and understand the school’s admissions policy. 
 
I understand that you will inform my child’s current school of this application  
 
I understand that my child must be able to take up the allocated school place immediately and 
that the place may be withdrawn if not accepted within 10 school days. 
 

I confirm I have parental responsibility for this child and/or the agreement of all 
persons with parental responsibility 
 

□ 

I enclose:      Supporting evidence relating to the application, including proof of 
arrival if applicable  

□ 

 
Proof of address ‐ we cannot process the application without this.  □ 

 
   

Your full name   

Your signature    Date:   

     

 

 
Please return this application form to the office of: 

Oxhey Wood Primary School 

Oxhey Drive, South Oxhey, Watford, WD19 7SL 
 

 
 
 
 
 
 

 
 
 
 
 
 
 

It is very important that you include all necessary documentation 
with your application in order to avoid any delays.  
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OXHEY WOOD PRIMARY SCHOOL 

APPLICATION FOR ADMISSION OUTSIDE NORMAL AGE GROUP 

This is not an application for admission – it is an application to the Academy Governing Board for their 
agreement in principle to the child being admitted to any year group other than the child’s normal year 
group.  The  completed  form  and  any  supporting  documentation must  be  submitted  to Oxhey Wood 
Primary School for consideration by the Academy Governing Board as soon as possible.  Regardless of 
the outcome of this application, a separate application for admission will need to be made in the usual 
way, and will be considered with all other applications received, applying the oversubscription criteria 
as appropriate.   

In the case of children born between 1 April and 31 August (known as “summer born children”) whose 
parents want them to start Reception Year one year  later than usual (i.e.  in the September following 
their fifth birthday, rather than the September following their fourth birthday), the application should 
be made well  in advance of the application deadline for the child’s admission to Reception Year with 
their  normal  age  group,  to  keep  all  options  open.   Where  the Academy Governing  Board  agrees  an 
application  in principle,  their  letter confirming this should accompany the subsequent application for 
admission. 

This form should be read alongside the School’s Admissions Policy. 

This form should be completed by the parent with whom the child lives for more than 50% of their 
time from Monday to Friday during term time.  Please complete in block capitals using black ink.  All 
names provided must  be  formal  names,  as  stated  in  passports  and other  formal  documents.    The 
completed form should be forwarded to the school office at Oxhey Wood Primary School. 

 
 

PART A – CHILD’S DETAILS 

Child’s Surname:   

Child’s Forename(s):   

Child’s Date of Birth:   

Child’s Main Home Address: 

(as defined in the Admissions Policy) 

 

 



2 
 

 

PART B – PARENT’S DETAILS 

Parent’s Surname:   

Parent’s Forename(s):   

Parent’s Home Address: 

(If different) 

 

 

 

Parent’s Email Address:   

Parent’s Contact Number:   

 
 

PART C – APPLICATION DETAILS 

What date do you want the child to be admitted?   

What  year  group  do  you  want  the  child  to  be 
admitted to? 

 

What year group would the child’s normal age group 
be in? 

 

Please give detailed  reasons  for your belief  that  it  is  in  the best  interests of your  child  to be admitted 
outside their normal age group.  In doing so, please consider the following factors which will be considered 
by the Academy Governing Board: 

• The parents’ views; 
• The Headteacher’s view; 
• The child’s academic, social and emotional development; 
• Where relevant, the child’s medical history and the views of their medical professionals; 
• Whether the child has previously been educated outside of their normal age group; 
• Whether the child would have naturally have fallen into a lower age range were it not for having been 

born prematurely. 

This is a non‐exhaustive list.  There may be other factors that the Academy Governing Board will consider.  
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Please list all documents attached in support of your application: 

 

 

 

 

 

 

 

 

 
 

PART D – PARENT’S SIGNATURE 

I certify that the information provided in this form is true and accurate, to the best of my knowledge and 
belief: 

Signed:   

Print name:   

Date:   
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OXHEY WOOD PRIMARY SCHOOL 

 
PRIORTY 2 FORM ‐ EXCEPTIONAL MEDICAL OR SOCIAL NEED 

 
REPORT FROM A DOCTOR, SOCIAL WORKER OR OTHER RELEVANT 

INDEPENDENT PROFESSIONAL 
 
Part A of this form must be completed by a parent.  The form should then be provided to the doctor, social 
worker or other relevant independent professional who should complete Part B, sign, date and stamp the 
form, before returning it to the parent if the parent wants to rely on this priority in order to achieve a place 
at the school.  The form must be submitted at the same time as the Common Application Form.  
 
This form is intended to support an application for admission under Priority 2 of the school’s Admission Policy, 
which states: 
 
“Priority 2 – Children who the Trust accepts have an exceptional medical or social need for a place at the 
school”: 
  
Children for whom Oxhey Wood Primary School is the only school that is appropriate for the child to attend 
because of the child’s exceptional medical or social need, will be admitted under this priority.   
 
Applications under this priority must be accompanied by Priority 2 Form, Part A of which must be completed 
by  the parents before being provided  to  the  child  or  parent’s  the doctor,  social worker or  other  relevant 
independent professional who must then completed Part B, sign, stamp and date the form.  The doctor, social 
worker  or  other  relevant  independent  professional  must  expressly  confirm  not  only  the  nature  of  the 
exceptional medical or social need of the child or parent, but also the reason why it is appropriate for the child 
to attend the school, why no other school is suitable, and the reasons why this is the case.   
 
The completed, signed and stamped Priority 2 Form must be provided with the common application form.  An 
application under  this  priority will not  be  considered  in  cases where  the  completed,  signed and  stamped 
Priority 2 Form is received after the common application form has been submitted.” 
 

Please return this application form to the office of: 
Oxhey Wood Primary School 

Oxhey Drive, South Oxhey, Watford, WD19 7SL 
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PART A – To be completed by Parent 

Child’s Surname: 

 

 

Child’s Forename(s): 

 

 

Child’s Date of Birth: 

 

 

Child’s Main Home Address: 

 

 

 

 

 

 

 

 

This form should now be handed to the child’s doctor, social worker or other relevant independent 
professional for completion of Part B. 
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PART  B  –  To  be  completed  by  a  doctor,  social  worker  or  other 
relevant independent professional then returned to the parent 

Name of person with an 
exceptional  medical or 
social need: 

 

Please confirm the nature 
of the exceptional medical 
or social need: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In your professional opinion, is Oxhey Wood Primary School the only school which is appropriate 
for the child to attend as a result of their medical or social need? 

 

 

 

 

Yes    No   

Please state your reasons 
for stating Oxhey Wood 
Primary School is the only 
school which is appropriate 
for the child to attend: 
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Please explain the 
difficulties the child would 
experience if the child 
attended another school 
within a reasonable 
distance of the child’s main 
home address: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signed:   

Print Name:   

Position:   
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Organisation:   

Organisation’s address:   

 

 

 

Date:   

Official Stamp:   

 

 

 

 
Note to professional: please return the completed form to the parent named above by a secure 
means.  It is the parent’s responsibility to submit the form as part of the admissions application 
process. 
 



DETERMINED ADMISSIONS POLICY FOR ENTRY INTO THE MAIN SCHOOL IN 2019/2020 
 
Park Street School is a Church of England Primary School and Nursery, linked with Holy Trinity Church, Frogmore. If you 
would like to know more about the school, please ask for a prospectus or telephone for an appointment to visit the school. 
 
Responsibility for admissions lies with the School Governors. It is their policy, where possible, to admit to the school all 
children whose parents would like them to come and who are happy to accept the definite Christian ethos of the school.  
To apply for a place at this school you must either apply on-line at www.hertfordshire.gov.uk/admissions or complete 
the Common Application Form from the Local Authority (Hertfordshire). You are also requested to complete the school’s 
Supplementary Information Form (SIF). This can be found on the school’s website or from the school office. Without the 
latter form the Governors will be unable to apply their criteria and your application, although valid may receive a lower 
ranking. 
 
The School currently has a Published Admission Number of 30. 
The Governors will offer a place to a child with a Statement of Educational Needs or Education, Health and Care Plan which 
names the school. 
If the school is oversubscribed the Governors will apply the following admissions criteria: 
 
1.   Children who are or have been in the care of a local authority. This includes children who were looked after 

but immediately after being looked after became subject to an adoption, child arrangement or special 
guardianship order. (See Note 1) 

2.   Children for whom it can be demonstrated that they have a particular medical or social need to go to the 
school. (See Note 2) 

3.   Children with a sibling who will be enrolled in the school at the time of admission. (See Note 3) 
4.   Children whose parents/guardians regularly worship at Holy Trinity Church, Frogmore and whose application is 

verified by the Vicar. (See Note 4) 
5.   Children who live in the ecclesiastical parish of Frogmore which includes Park Street, How Wood, Frogmore 

and Colney Street or the adjoining ecclesiastical parishes of St Stephens, St Peters, London Colney, Shenley, 
Radlett, Bricket Wood or Aldenham and whose parents/guardians regularly worship at any other Christian 
Church and whose level of attendance is verified by their Minister. (See Note 5) 

6.   Children who do not meet the above categories. 
 
In the last few years we have taken children from all six of these categories. 
 
It must be understood that an offer of a place is always subject to there being room in the Reception class. 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 the distance from the school measured using “a straight 
line distance measurement provided by Hertfordshire County Council’s GIS system as outlined in the Moving On/Under 11s 
publications”. Where distances are equal a tie breaker that involves names being picked out at random by an independent 
person will come into play. In the event of more applications than available places the Governors will maintain a continuing 
interest list (waiting list). These and late applications will go onto this list. If a place becomes available in the school it will 
be offered to the child that best meets the published admission rules at that time. All ‘in year’ applications are managed by 
the school, but a SIF is still requested. Parents are requested to inform the Governors if they wish their child’s name to be 
removed. The Governors will maintain the list until the end of the academic year. 
 
Parents who have not been allocated a place for their child in the Reception class have the right of appeal to an 
independent panel. Parents wishing to appeal who applied online should log on to their online application and click on the 
link ‘register an appeal’. For those who did not apply online, please contact the Customer Service Centre on 0300 123 4043. 
 
A repeat application within the same academic year will not be considered by the Governors unless there has been a 
significant change in circumstances. 
 
The Governors cooperate with the LA in applying the Fair Access protocol for children who are hard to place in school. 
Every effort will be made to accommodate twins and other ‘multiple birth’ applications. Where the 30th child admitted is a 
twin or multiple birth the other twin or sibling(s) will be admitted as exceptions to the infant class size rule. 
 
Parents of children admitted to nursery provision must apply for a place at the school if they want to apply to the 
Reception class. Attendance at the Nursery does not guarantee admission to the school. 
 
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. Parents can request part-time attendance until the child reaches compulsory school age. Summer 
born children may only have admission deferred until the start of the summer term. If parents do not take up the offered 

http://www.hertsdirect.org/


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. 
 
Where a parent of a ‘summer-born’ child (1 April – 31 August) wishes their child to start school in the autumn following 
their fifth birthday, the Governors will consider the request. 
 
However if parents wish such a child to be educated “out of year group”, ie 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. 
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 admission 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.  
 
 
Note 1          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 rule 1. Highest priority will 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). 
All children adopted from care who are of compulsory school age are eligible for admission under rule 1. (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. 
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. 
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. 
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. 
 

Note 2          Rule 2 applications will only be considered at the time of the initial application, unless there has been a 
significant and exceptional change of circumstances within the family since the initial application was 
submitted. 
a. Specific recent professional evidence that justifies why only this school can meet a child’s individual 

needs, and/or 
b. Professional evidence that outlines exceptional family circumstances making clear why only this school 

can meet the child’s needs 
c. If this school is not the nearest school to the child’s home address clear reasons why the nearest school 

is not appropriate 
d. For medical cases – a clear explanation of why the child’s severity of  illness or disability makes 

attendance at only this school essential. 
Evidence should make clear why only this school is appropriate. Applications under Rule 2 can only be 
considered when supported by a recent letter from a professional involved with the child or family, for 
example a doctor, psychologist or police officer. The supporting evidence needs to demonstrate why only the 
named school can meet the social/medical needs of the child. 



Applications for children previously “looked after” but not meeting the specific criteria outlined in Rule 1, 
may be made under this rule. 
Further details on the Rule 2 process can be found in the “Rule 2 protocol” available at: 
www.hertsdirect.org/docs/pdf/admissions/Rule2pross 

 
Note 3 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 order or child 
arrangements order. This definition was amended following a determination by the OSA in August 2014. 

 ** 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. 

 In year admissions: the sibling may be in the school’s final year as long as they will still be in attendance at the 
time of admission. 

 
Note 4 ‘Regular Worship’ is intended to signify membership of and commitment to Holy Trinity Church, Frogmore. 

Parents are deemed to be ‘regular worshippers’ if they attend services at Holy Trinity Church; at least once a 
month; for the 12 months before the closing date for applications. 

 
Note 5 ‘Regular Worship’ is intended to signify membership of and commitment to a particular Christian Church. By 

‘Christian Church’ we mean a local church or congregation in one location which is a member of, or is eligible 
for membership of Churches together in Britain and Ireland or the Evangelical Alliance. Parents are deemed 
to be ‘regular worshippers’ if they attend services at one specific church; at least once a month; for the 12 
months before the closing date for applications. The church must be named on the application form, and 
contact details given. In the event that there has been a change of church during the 12 month period, the 
applicants should provide the same information for the second church on a separate sheet. On receiving an 
application under this criterion, with church details supplied, the school will contact the church minister to 
check that this criteria has been correctly understood and applied. 

 



 
 
 

PARK STREET CofE PRIMARY SCHOOL AND NURSERY 
APPLICATION FORM 

 

CHILD’S DETAILS 
First name: 
 

 

Middle name: 
 

 

Family name: 
 

 

Date of Birth: 
 

 Gender: M/F 

NHS number: 
 

 

Child’s permanent 
home address: 
Please supply a recent 
(within the last 3 
months) original 
utilities bill or 
equivalent 
 

 
 
 
 
 
 

Special Educational Needs 
Does your child have an Education, Health and Care Plan 
which names the school 

 
Yes/No 

Children in Public Care 
Is your child looked after, or was previously looked after 
and is now adopted or with a child arrangement or special 
guardianship order 

 
Yes/No 

Social or medical reasons 
Does your child have a particular medical or social need to 
go to Park Street School 

 
Yes/No 

If you have a sibling at this school, please 
enter their name and date of birth: 

 
 
 

Children whose parents/guardians regularly worship at 
Holy Trinity Church (Criteria 5) 
 

Yes/No 

Children whose parents/guardians live in 
the ecclesiastical parish of Frogmore or 
the adjoining parishes and regularly 
worship at any other Christian Church 
(Criteria 6) 
 
 
 

Please provide name, address and telephone 
number of the parish priest or minister   



 
PARENTS DETAILS 
Parent/Carer 1 Parent/Carer 2 
Title:  

 
 

Forename: 
 

  

Surname: 
 

  

DOB: 
 

  

National Insurance 
Number: 

  

National Asylum 
Support Service 
(NASS) Number (if 
applicable): 

  

Address (if different 
to child’s address): 
 
 
 
 
 

  

Email address: 
 

  

Telephone 
numbers: 
Daytime 
Mobile 
 

  

 
 
OFFICE USE ONLY: 

Date Received: 
 
 

 

Distance: 
 
 

 
 

 
I confirm that the information I have given on this form is complete and accurate. I understand 
that if any part of this completed application form is found false the offer of a place will be 
withdrawn. 
Should my child be accepted as a pupil, I agree to abide by the School Aims and methods of 
working. 
 
Signature of parent/carer:         Date:   `  
 
Please return this form to the school office  
 



Admission arrangements for Parkside School for 2019/20 

The school’s published admission number will be 60. 

Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to admit a child with a statement of special educational needs that names their 
school. Children with statements of Special Educational Needs and with Education 
Health and Care plans that name the school will be admitted. These children will be 
admitted as part of the school’s PAN but before the oversubscription criteria are used.  

If the school has more applications than places available the oversubscription criteria 
set out in the rules below will be used to allocate places. If the school has fewer 
applications than places available all applicants will be offered a place. 

Rule 1 Children in public care (children looked after) and 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).  

Rule 2 Medical or Social: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school.  

The school governors will determine whether the evidence provided is sufficiently 
compelling to meet the requirements for this rule. The evidence must relate specifically 
to the school applied for under Rule 2 and must clearly demonstrate why it is the only 
school that can meet the child’s needs.  

Rule 3 Sibling: Children who have a sibling on the roll of the school or linked school at 
the time of application.  

This applies to reception through to Year 5.  

In Year admissions: the sibling may be in the school’s final year as long as they will still 
be in attendance at the time of admission.  

Rule 4 Nearest School: Children for whom it is their nearest school or academy.  

This includes all schools except those which allocate places on the basis of faith. 

Rule 5 Distance: Children who live nearest to the school.  

If your child does not qualify under Rule 4, they will be considered under Rule 5.  

Tiebreak 

These rules are applied in the order they are printed above. If more children qualify 
under a particular rule than there are places available, a tiebreak will be used by 
applying the next rule to those children. 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 logically this will 
be on the ground floor and therefore closer. If there are two identical addresses of 
separate applicants, the tiebreak will be random.  



Parkside School will use the same definitions and measuring system as outlined in 
Hertfordshire County Council’s admissions literature, “Applying for a school place”. 

In Year Admissions  

The school will remain part of the county council’s coordinated In Year admissions 
scheme.  

Application forms can be accessed via www.hertfordshire.gov.uk/admissions or from 
the Customer Service Centre, 0300 123 4043. Parents should return the application 
form direct to the County Council (address on the form).  

Distance 
 
Hertfordshire County Council’s ‘straight line’ distance measurement system is used for 
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. 

Fair Access  

The school participates in the county council’s Fair Access protocol and will admit 
children under this protocol before children on continuing interest.  

Multiple births 

If a twin or multiple birth child is allocated the final place available, the school will also 
offer places to the other twin/multiple birth children.  

Appeals  

Parents wishing to appeal who applied through Hertfordshire’s online system should log 
in to their online application and click on the link “register an appeal”. Out of county 
residents and paper applicants should call the Customer Service Centre on 0300 123 
4043 to request their registration details and log into 
www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 
system.” 

For In Year Admissions HCC will write to you with the outcome of your application and 
if you have been unsuccessful, will include registration details to enable you to login and 
appeal online at www.hertfordshire.gov.uk/schoolappeals. 

 

Explanatory notes and definitions for the admission arrangements for community and 
voluntary-controlled schools in Hertfordshire for 2019/20 

The following definitions apply to terms used in the admissions criteria:  

http://www.hertfordshire.gov.uk/schoolappeals


Rule 1: Children looked after and children who were previously looked after, but ceased 
to be so because they were adopted (or became subject to a child arrangements order¹ 
or a special guardianship order²)  

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 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 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)  

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.  

Rule 2: Children for whom it can be demonstrated that they have a particular medical or 
social need to go to the school.  



Rule 2 applications will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the family 
since the initial application was submitted.  

All schools in Hertfordshire have experience in dealing with children with diverse social 
and medical needs. However in a few very exceptional cases, there are reasons why a 
child has to go to one specific school.  

Few applications under Rule 2 are agreed.  

All applications are considered individually but a successful application should include 
the following:  

a. Specific recent professional evidence that justifies why only one school can meet a 
child’s individual needs, and/or  

b. Professional evidence that outlines exceptional family circumstances making clear 
why only one school can meet he child’s needs.  

c. If the requested school is not the nearest school to the child’s home address clear 
reasons why the nearest school is not appropriate.  

d. For medical cases – a clear explanation of why the child’s severity of illness or 
disability makes attendance at only a specific school essential.  

Evidence should make clear why only one school is appropriate.  

Applications under Rule 2 can only be considered when supported by a recent letter 
from a professional involved with the child or family, for example a doctor, psychologist 
or police officer. The supporting evidence needs to demonstrate why only one named 
school can meet the social/medical needs of the child.  

Applications for children previously “looked after” but not meeting the specific criteria 
outlined in Rule 1, may be made under this rule.  

Further details on the Rule 2 process can be found in the Rule 2 protocol.  

Rule 3 : Definition of sibling  

For applications to schools using Hertfordshire County Council's admission criteria, 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 after¹ 
and in every case living permanently² in a placement within the home as part of the 
family household from Monday to Friday at the time of this application.  

A sibling must be on the roll of the named school at the time the younger child starts or 
have been offered and accepted a place.  

If a place is obtained for an older child using fraudulent information, there will be no 
sibling connection available to subsequent children from that family.  



¹ Children previously looked after are those children adopted or with a special 
guardianship order or child arrangements order. This definition was amended following 
a determination by the OSA in August 2014. ² 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.  

Rule 4 : Definition of “nearest school” for primary/junior/middle admissions  

The definition of “nearest school” includes all schools and academies (regardless of 
status) unless that school or academy prioritises applications and allocates places on the 
basis of faith.  

  

Home address  

The address provided must be the child’s current permanent address at the time of 
application. ‘At the time of application’ means the closing date for applications. 
“Permanent” means that the child has lived at that address for at least a year and/or the  

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.  

If two different applications are received for the same child from the same address, e.g. 
containing different preferences, the application from the parent in receipt of child 
benefit will be processed if the applications cannot be reconciled.  

Fraudulent applications  

Hertfordshire County Council will do as much as possible to prevent applications being 
made from fraudulent addresses, including referring cases to the Shared Anti-Fraud 
service for further investigation as necessary.  

Address evidence is frequently requested, monitored and checked and school places will 
be withdrawn when false information is deliberately provided. Hertfordshire County 
Council will take action in the following circumstances:  

• When a child’s application address does not match the address of that child at their 
current school;  

• When a child lives at a different address to the applicant;  



• When the applicant does not have parental responsibility;  

• When a family move shortly after the closing date of applications when one or more of 
the following applies:  

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

ο The family has returned to an existing property;  

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

ο Official/public records show an alternative address at the time of the application  

• When a child starts at the allocated school and their address is different from the 
address used at the time of application.  

Parents/carers will need to show that they have relinquished residency ties with their 
previous property and they, and their child(ren) are permanently residing at the 
address given on the application form.  

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.  

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 and Secondary transfer processes, 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  

Applications will also be considered, and places offered in advance for these families, if 
the application is accompanied by an official letter that declares a relocation date but 
does not provide a quartering or unit address because the family will be residing in 
private accommodation. In these cases, if the family does not already have a permanent 
private address in Hertfordshire, the military base or alternative “work” address in 
Hertfordshire will be used for allocation purposes. If the family already has an 
established alternative private address, that address will be used for admission 
purposes.  

HCC will also consider accepting applications from children* 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 (4 December 2018 for secondary 
transfer and 1 February 2019 for the Under 11s process) cannot be taken into account 
before National Allocation Day. Decisions on these applications will be made by a panel 
of senior officers 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.  

*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.  

Age of Admission and Deferral of Places  

Hertfordshire County Council’s policy is that children born on and between 1 September 
2014 and 31 August 2015* would normally commence primary school in Reception in 
the academic year beginning in September 2019. 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 individual school(s) to discuss their child’s requirements.  

*Summer born children (1st April – 31st August) – Entry to Reception  

Legally, a child does not have to start school until the start of the term following their 
fifth birthday. Children born between 1 April 2015 and 31 August 2015 are categorised 
as “summer born” and if parents/carers do not believe that their summer born child is 
ready to join Reception in 2019 they should contact the home LA, and the school for 
guidance before making an application.  



Summer born applications that are delayed for a year (for entry in September 2020) will 
be processed in exactly the same way as all other reception applications received at that 
time; there is no guarantee that a place will be offered at a child’s preferred school.  

If parents wish to delay their application for a Reception place they are advised to 
discuss their child’s needs/development with their current early years or nursery 
provider. If parents wish their child to remain in their existing nursery school or class 
for a further year (rather than moving into the Reception year group) they must let their 
current school know before the end of the Spring term in 2019 (before the Easter 
break).  

Children Out of Year Group (except applications for reception from summer 
born)  

Hertfordshire County Council’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 governing body is ultimately responsible for making this decision for applications 
made to our school.  

Nursery Provision  

The admission arrangements detailed in this document do not apply for those being 
admitted into any nursery or pre-school provision. The responsibility for admission into 
nursery provision lies with the governing body of the school which offers such 
provision.  

Parents of children who are admitted to a nursery provision at a school must apply in 
the normal way for a place at the school if they want their child to transfer to the 
reception class. Attendance at the nursery or co-located children’s centre does not 
guarantee admission to the school. 
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PARMITER'S SCHOOL 
 

ADMISSIONS POLICY FOR YEAR SEVEN ENTRY IN SEPTEMBER 2019 
 
Families are asked to complete the School Application Form (Supplementary Information Form - SIF) available 
from the school on the Open Evening and on Parmiter’s School website www.parmiters.herts.sch.uk.  The 
completed form (SIF) should be returned by post to: Parmiter’s School, High Elms Lane, Garston, Near 
Watford, WD25 0UU by 31 OCTOBER 2018 marking the envelope "ADMISSIONS".  Please ensure that you 
have the correct postage for an A4 envelope to avoid missing the deadline. 
 
All applicants must also complete Hertfordshire County Council’s COMMON APPLICATION FORM (CAF) 
indicating the four preferred schools, including Parmiter's, in rank order of preference.  The CAF should be 
returned online to Hertfordshire County Council at:  www.hertfordshire.gov.uk/admissions  or by post to: 
HCC, CHR 102, County Hall, Pegs Lane, Herts, SG13 8DQ by 31 October 2018.  Parmiter’s DfE number is: 
919/5404.   
 
Children will be admitted at age 11 into Year 7.  The number of intended admissions for September 2019 will 
be 208.  Applications are welcomed from the Ancient Parish of St Matthew, Bethnal Green. 
 
The Academy Trust will fulfil the legal obligation to allocate a place to an applicant who has a Statement of 
Special Educational Needs which names this school or an EHC (Education, Health and Care) Plan that names 
the school. 
 
Where the number of applications for admission exceeds the number of places available, places will be 
allocated by the Academy Trust in accordance with the following criteria, in the order set out below: 
 
1.   “Children Looked After”1, “Children Previously Looked After”2 or “Children in Public Care”3.  A “looked after 
child” or a child who was previously looked after but immediately after being looked after became subject to 
an adoption, child arrangements, or special guardianship order 4.   
 
2.   10% of places will be allocated based on the straight line distance measurement provided by Hertfordshire 
County Council’s computerised mapping system.  Hertfordshire County Council’s ‘straight line’ distance 
measurement system is used for 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.  (Places will 
not be offered, under this criterion, to applicants who qualify under other criteria.) 
 

                                                           
1 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 service functions (see definition in Section 22(1) of the Children Act 1989).   
2 Priority will 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.  Criterion 1  only applies to children who were previously looked 
after by an English or Welsh local authority. 
3 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. 
4 An adoption order is an order under the Adoption Act 1976 (see Section 12 Adoption orders) and children who were adopted 
under the Adoption and Children Act 2002 (see Section 46 Adoption orders) Children Act 2002.  A ‘child arrangements order’ is 
an order settling the arrangements to be made as to the person with whom the child is to live under Section 8 of the Children 
Act 1989 as amended by 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 (or special 
guardians). 

http://www.parmiters.herts.sch.uk/
http://www.hertfordshire.gov.uk/admissions
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3.   Children with a sibling attending the school and residing at the same family household from Monday to 
Friday at the time of application.  A sibling is defined in these arrangements as children who live as brother or 
sister in the same house, including natural brothers or sisters, adopted siblings, stepbrothers or sisters and 
foster brothers and sisters.   The twin or other full brother or sister, born in the same academic year as an 
applicant offered a place, will qualify under this criterion.  Where a place has been obtained and a child 
admitted to Parmiter's School and it is subsequently identified that this place was gained fraudulently, there 
will be no sibling connection available to subsequent children from that family. 
 
4.   Children for whom it can be demonstrated that there is a compelling medical reason for attending the 
school.  Applications under this criterion will only be considered at the time of the initial application, unless 
there has been a significant and exceptional change of circumstances within the family since the initial 
application was submitted.  All schools in Hertfordshire have experience in dealing with children with diverse 
medical needs.  However, in a few very exceptional cases, there are reasons why a child has to go to one 
specific school.  Few applications under Criterion 4 are agreed and applications can only be considered when 
supported by a recent letter from a professional involved with the child or family, for example a doctor or 
psychologist.  The supporting evidence needs to demonstrate why only Parmiter's School can meet the 
medical needs of the child.    
 
5.   25% of places shall be available in merit order by reference to academic ability.  All applicants for places 
under criterion 5 must have taken a verbal reasoning test and a mathematics test, the results of which will be 
used to assess their academic ability.  No minimum score will be required to gain admission, places being 
offered strictly in descending order of each applicant's standardised test score.  Preparation for the tests is 
unnecessary.  The tests are administered by the SW Herts Consortium (Parmiter's School, Watford Boys' 
Grammar School, Watford Girls' Grammar School, Rickmansworth School, Queens' School, Bushey Meads 
School and St Clement Danes School) and a separate application must have been made by the deadline.  
Information about the tests and the arrangements, including examples of the questions, are available on the 
school website: www.parmiters.herts.sch.uk.  
 
6.   Up to 10% of places to be allocated on the basis of proven aptitude in Music to be determined by 
prescribed tests.  All applicants for places under criterion 6 must have taken a written test of musical aptitude.  
The test is of approximately 40 minutes' duration and does not require any previous knowledge of music or 
music theory.  There will be 60 questions in total in four sections: pitch, rhythm, texture and melody.  Further 
details are to be found at the end of these notes. 
 
The Music tests are administered by the SW Herts Consortium (Parmiter's School, Watford Boys' Grammar 
School, Watford Girls' Grammar School, Rickmansworth School, Queens' School, Bushey Meads School and St 
Clement Danes School) and a separate application must have been made by the deadline.  Information about 
the Music tests is available on the school website:  www.parmiters.herts.sch.uk.  
 
Applicants who achieve the qualifying mark in the test will be invited back for a practical music assessment to 
perform a single piece on their chosen instrument or vocally.  This will be a free choice of piece, which should 
last no longer than three minutes.  As there is a free choice of instrument and piece, candidates of all aptitudes 
and all cultures will have equal opportunity to succeed. 
 
With reference to Criteria 5 and 6:  If an applicant has not taken the admission tests and received results 
prior to applying for a place at the school, then it will not be possible for the application to be 
considered under aptitude and academic testing.  In order to distinguish between applicants who attain 
the same, lowest ranking score, which would qualify them for admission, the proximity of the home address to 
the school will be the deciding factor.  The home to school distance will be measured using the shortest 
distance which is that provided by the County Council’s computerised mapping system as outlined in criterion 
2 above.  Where there is a need for a final tie-breaker re criteria 2, 5, 6 and 8 i.e. 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 logically this will be on the ground floor and therefore closer.  If there are two 
identical addresses or distances of separate applicants, the tie break will be random (i.e. the drawing of lots 
supervised by two members of the Admissions Committee).   
 

http://www.parmiters.herts.sch.uk/
http://www.parmiters.herts.sch.uk/
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7.   Children with a parent who is a current employee at Parmiter's School with at least two years service at the 
time of application.  A parent means the mother, father, step-mother or step-father of the child and in every 
case living at the same permanent address as the child.   If the number of applications under this criterion 
exceeds the number of places available, the tie break will be the length of service of the member of staff. 
 
8. Remaining places will be allocated on the basis of proximity to the school.    
 
The Academy Trust is strongly committed to supporting applications from families living in the local 
community.  The home address must be the address where the applicant is living at the time of application and 
before the closing date for applications.  Where parents/carers share responsibility for part of the week, both 
home addresses must be quoted and the address of the parent where the child lives for most of the time will 
be considered as the permanent home address of the child. 
 
Parents who are applying under Criteria 2, 4, 5, 6, 7 or 8 will need to provide proof that the home address 
quoted is the permanent residence of the applicant; this proof should include either a photocopy of (custodial) 
parent’s driver’s licence, child benefit letter or utility bill.  The school may check the authenticity of the 
address stated.  Further proof of residence or other information may be requested and must be provided.    
Should the school be unable to establish to its satisfaction one specific address as the applicant’s permanent 
home address, then the applicant’s permanent home address shall be deemed to be the address of the primary 
school where the applicant is enrolled on the date of application.  If the main address has changed recently or 
temporarily, for example where a family is renting a property on a Short Term Tenancy Agreement (12 
months or under), then the parental address remains that at which the parent was resident before the period 
of temporary residence began, unless it can be shown that all ties to the previous address have been 
relinquished, or that the move is not easily reversible.  The Academy Trust may refuse to base an allocation on 
an address which might be considered only a temporary address.  Parmiter’s School is an autonomous 
admitting authority and as such will make the decision as to whether or not to accept a change of address 
during the secondary transfer process.   
 
School bus passes for children admitted to the school under Criteria 2 and 8 will be allocated at the discretion 
of the Academy Trust. 
 
Fraudulent applications 
Parents should note that Hertfordshire County Council will do as much as possible to prevent applications 
being made from fraudulent addresses.  Address evidence is frequently requested, monitored and checked and 
school places will be withdrawn when false information is deliberately provided.  Parmiter’s School will take 
action in the following circumstances: 

 When a child’s application address does not match the address of that child at their current school. 
 When a family moves shortly after the closing date of applications or between the date of receiving 

their child’s test results and the closing date of applications. 
 Where information is received from a third party that an application is fraudulent. 
 When a child starts at the allocated school and their address is different from the address used at the 

time of application. 
 When there are other suspicious circumstances.   

 
Applications from children from overseas 
Parmiter’s School will not allocate a school place to a child that is not resident in the UK.  The exception to this 
is for children of UK service personnel and crown servants.  In these cases Parmiter's School 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 Unit postal address or quartering area address, for consideration of the 
application against oversubscription criteria.  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. 
 
Children out of Year Group 
Hertfordshire County Council’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.  If 
parents/carers believe their child should be educated in a different year group they must, at the time of 
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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.  The Academy Trust of Parmiter’s 
School is responsible for the decision to accept the application on the basis of the evidence submitted.  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.  
 
Special Consideration for the Admissions Tests:  If you consider that your child may be disadvantaged 
under the terms of the Disability Discrimination Act or has special educational needs which require the test 
centre to make particular provision for the tests, you must provide written evidence of this from your child’s 
current school Headteacher.  This evidence must be sent immediately after registering for the test, together 
with a copy of the test registration confirmation email to the Test Co-ordinator, South West Herts Schools 
Tests, PO Box 2439, Watford, WD18 1UZ by the specified date.  You will be informed in advance of the test 
date of any appropriate special arrangements that will be made for your child. 
 
Further Information about the Test of Musical Aptitude:  The test consists of 60 questions of four types:  
Pitch, Melody, Texture and Rhythm. 
 
Pitch:  for these questions, candidates listen to two sounds and have to indicate whether the second sound is 
the same as the first, or whether it is higher or lower.  There are twenty of these questions and some of the 
pitches are less than a semitone apart. 
 
Melody:  for these questions, candidates listen to two tunes consisting of five notes.  Candidates have to decide 
whether the second tune is the same as the first or if one of the notes has been altered.  If there is a change, 
candidates will be expected to identify which note has been altered, by giving the number of the note.  There 
are ten questions in this section. 
 
Texture:  for these questions, candidates listen to a number of notes played together at the same time; this is 
called a chord.  Candidates need to decide whether or not each chord has two, three or four notes.  There are 
twenty questions in this section. 
 
Rhythm:  for these questions, candidates listen to two patterns of notes and have to decide whether the 
second pattern is the same as, or different from, the first, and where any difference occurs.  Each rhythm will 
be four beats (or pulses) in length.  There are ten questions in this section. 
 
For applicants who satisfy Criteria 4, 5 and 6: 
95% of the places available will be allocated to applicants from the following post code areas: 
WD3 to WD25;  AL1, AL2, AL3, HP1, HP2, HP3 and HA6 
 
A continuing interest list, as notified by HCC after Secondary Transfer co-ordination, will be maintained until 
31 December 2019.  Applicants who wish to remain on the Year 7 continuing interest list after this date must 
make an In-Year application.  The admissions policy and application form for In-Year and Outside Normal 
Admissions Round can be viewed on the school website:   www.parmiters.herts.sch.uk.  
 
The school takes part in the Local Authority’s Fair Access Protocol and will admit children under the FAP as  
necessary before children on the continuing interest list. 
 
PARENTS HAVE THE RIGHT OF APPEAL AGAINST NON-ADMISSION TO THE SCHOOL.  At transfer time,  Hertfordshire 
residents wishing to appeal who applied through Hertfordshire’s online system should log onto their online 
application at www.hertfordshire.gov.uk/admissions  and click on the link “register an appeal”.  Non-
Hertfordshire residents and those who made a paper application, should contact the Customer Service Centre 
on 0300 123 4043 in order to obtain their registration details and log into 
www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals system”. 
 
 
 
 
 

http://www.parmiters.herts.sch.uk/
http://www.hertfordshire.gov.uk/admissions
http://www.hertfordshire.gov.uk/schoolappeals
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It may be helpful for parents to know the number of places that were allocated under the separate criteria for 
September 2018, although the numbers will vary from year to year:-    
   

Criterion As at National Allocation Day 1 March 2018:  
1 Children Looked After 3 
2 Proximity to the School 21 
3 Siblings 82 
4 Medical 0 
5 Academic Assessment 52 
6 Music 20 
7 Children of Staff 2 
8 Proximity to the School 24 
 Children with a Statement of Special Education Needs/Education, 

Health and Care Plan that names the school 
4 

                                                                                                                                                   TOTAL         208     

       
TIMETABLE FOR THE APPLICATIONS/ADMISSIONS PROCEDURE 

 

30 APRIL  - 22 JUNE 2018 Application to SW Herts Admissions Consortium for Academic and Music Tests. 

 JULY 2018 
Time & Venue of Test notified by SW Herts Consortium to all applicants who are 
considering applying under Criterion 5 and/or Criterion 6. 
 

 8 SEPTEMBER 2018 Entrance Tests for those applicants who are considering applying under Criterion 5. 

13 SEPTEMBER 2018 Music Aptitude Tests for those considering applying under Criterion 6. 

w/c 24 SEPTEMBER  2018 
Second round music tests - Date, time and venue to be advised. 
 

 4 OCTOBER 2018        PARMITER'S OPEN EVENING FOR PROSPECTIVE PARENTS AND STUDENTS. 

 
During October, parents and prospective students are welcome to visit Parmiter's 
during the working day.  Parents may contact the School Office in September to make 
the necessary arrangements for a visit to Parmiter's. 

17 OCTOBER 2018 Test scores available on SW Herts Consortium parent portal. 

31 OCTOBER 2018 
Completed School Application forms, also referred to as Supplementary 
Information Form (SIF), to be returned to Parmiter's School. 

31 OCTOBER 2018 

Closing date for online applications to be submitted to the LA :   
www.hertsdirect.org/admissions.   Statutory deadline for receipt of paper 
applications (by post to:  HCC, CH102, County Hall, Pegs Lane, Herts, SG13  
8DQ). 

  DECEMBER 2018 Local Authority applications forwarded to Parmiter’s School. 

  JANUARY 2019 Parmiter’s School provides Local Authority with ranked list of applicants. 

1 MARCH 2019 
 
 

Allocation of place emails will be sent out by HCC to all online applicants who 
provided and confirmed an email address.  After this, other parents may view their 
allocation at www.hertfordshire.gov.uk/admissions during the afternoon of 1 March 
2018 only after all allocation emails have been sent.  Offer letters will be sent by first 
class post only to those who applied on paper and online applicants who did not 
confirm an email address.  

2 MARCH 2019 
Offers will be sent out by Parmiter’s School.   Unsuccessful applicants who are on 
Parmiter’s School continuing interest list will be notified by email. 

 MARCH 2019 Last date by which parents/carers may accept or reject place offered. 

MARCH 2019  4pm 
 

Last date to register an appeal/return appeal forms by 4pm. 

 

http://www.hertsdirect.org/admissions
file://///par-fs1/MWHEELER$/Documents/Admission%20Arrangements/Sectrans%202018/www.hertfordshire.gov.uk/admissions


 

 

   
 

PARMITER'S SCHOO L 
 

ADMISSIONS POLICY FOR  
IN-YEAR AND OUTSIDE NORMAL ADMISSIONS ROUND 

 
We very rarely have vacancies outside the normal admissions round.  Applications for admission to the 
school In-Year or outside the normal admissions round must be made in writing, and by completing the 
school’s In-Year Application Form.  Parmiter's School is not part of Hertfordshire County Council’s scheme 
of In-Year coordination and parents should apply direct to the school.  The completed form should be 
returned by post to: Parmiter’s School, High Elms Lane, Garston, Near Watford, WD25 0UU.  The envelope 
should be marked "ADMISSIONS".   An In-Year application form can also be found on our website i.e. 
www.parmiters.herts.sch.uk   
 

Admissions for each year group are allocated in accordance with the relevant over subscription criteria.   
 

Oversubscription Criteria 
  

1.   “Children Looked After”1, “Children Previously Looked After”2 or “Children in Public Care”3.  A 
“looked after child” or a child who was previously looked after but immediately after being looked 
after became subject to an adoption, child arrangements, or special guardianship order 4.   
 

2.   Proximity to the school, as designated by Hertfordshire Local Authority’s computerised mapping 
system.  The home to school distance measurement, for the purposes of admissions, is defined by 
Hertfordshire County Council as “a ‘straight line’ distance measurement from the address point of the 
child’s home to the address point of the school.   Address point data is supplied by Addressbase.   
 

3.   Children with a sibling attending the School and residing at the same family household from Monday to 
Friday at the time of application.  A sibling is defined in these arrangements as children who live as brother 
or sister in the same house, including natural brothers or sisters, adopted siblings, stepbrothers or sisters 
and foster brothers and sisters.   
 

If there are no vacancies, children will be placed on the continuing interest list for the appropriate year 
group.  Any vacancies are filled from the list in accordance with the relevant over subscription criteria and 
not according to the date a child’s name was added to the list.  On request, parents will be informed of their 
child’s place on the list but should be aware that the position may change. 
 
The “permanent home address” as declared on the application form must be the permanent address where 
the applicant is living at the time of application and at the time of any future admission to the school.   It is 

                                                 
1
 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 service functions (see definition in Section 22(1) of the Children Act 
1989).   
2
 Priority will 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.  Criterion 1 only applies to children who were 
previously looked after by an English or Welsh local authority. 
3
 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. 
4
 An adoption order is an order under the Adoption Act 1976 (see Section 12 Adoption orders) and children who were 

adopted under the Adoption and Childrens Act 2002 (see Section 46 Adoption orders) Children Act 2002.  A ‘child 
arrangements order’ is an order settling the arrangements to be made as to the person with whom the child is to live 
under Section 8 of the Children Act 1989 as amended by 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 (or special guardians). 

http://www.parmiters.herts.sch.uk/


 

 

the responsibility of the parent/carer to notify the school of any change in address while the applicant 
remains on the continuing interest list.  Where parents/carers share responsibility for part of the week, 
both home addresses must be quoted and the address of the parent where the child lives for most of the 
time will be considered as the permanent home address of the child and evidence may be requested.   
 

Parents who are applying under Criterion 2 will need to provide proof that the home address quoted is the 
permanent residence of the applicant; this proof should include either a photocopy of (custodial) parent’s 
driver’s licence, child benefit letter or utility bill.  The school may check the authenticity of the address 
stated.  Further proof of residence or other information may be requested and must be provided.    If the 
main address has changed recently or temporarily, for example where a family is renting a property on a 
Short Term Tenancy Agreement (12 months or under), then the parental address remains that at which the 
parent was resident before the period of temporary residence began, unless it can be shown that all ties to 
the previous address have been relinquished, or that the move is not easily reversible.  The Academy Trust 
may refuse to base an allocation on an address which might be considered only a temporary address.   
 

School bus passes for children admitted to the school under Criterion 2 will be allocated at the discretion of 
the Governing Body. 
 

Although Parmiter's School is not part of Hertfordshire County Council’s scheme of In-Year coordination, 
the school will adhere to the County guidelines, as follows: 
 
Fraudulent applications 
Parents should note that Hertfordshire County Council will do as much as possible to prevent applications 
being made from fraudulent addresses.  Address evidence is frequently requested, monitored and checked 
and school places will be withdrawn when false information is deliberately provided.   
 

Applications from children from overseas 
Parmiter's School will not allocate a school place to a child that is not resident in the UK.  The exception to 
this is for children of UK service personnel and crown servants.  In these cases Parmiter's School 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 Unit postal address or quartering area address, for 
consideration of the application against oversubscription criteria.  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. 
 

Children out of Year Group 
Hertfordshire County Council’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.  If 
parents/carers believe their child should be educated in a different year group they must, 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.  The Academy Trust of 
Parmiter’s School is responsible for the decision to accept the application on the basis of the evidence 
submitted.  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.  
 

The school takes part in Hertfordshire County Council’s Fair Access Protocol and will admit children under 
that policy as necessary before children on the continuing interest list. 
 

In order to comply with the School Admissions Code, Hertfordshire County Council will be 
informed of all In-Year applications and the outcome of each one. 
 

A continuing interest list will be maintained until the applicant reaches the end of the first half term of the 
Autumn Term in Year 10. 
 

For Year 7 only, the In-Year process will start from 31 December of Academic Year 7.   
 
PARENTS HAVE THE RIGHT OF APPEAL AGAINST NON-ADMISSION TO THE SCHOOL.  Parents wishing to  
appeal should contact the school directly in the first instance. 



 

 

Date received  

Year group   

            For office use only 

 
 

PARMITER'S SCHOOL 
High Elms Lane, Garston, Near Watford, Herts. WD25 0UU 

Telephone:  01923 671424     Fax:  01923 894195 
E-Mail address:  admissions@parmiters.herts.sch.uk 

Website Address:  www.parmiters.herts.sch.uk 
Parmiter’s DFES Number:  9195404 

 

IN-YEAR APPLICATION FORM 
 

SCHOOL APPLICATION FOR 
IN-YEAR AND OUTSIDE NORMAL ADMISSIONS ROUND  

 
Please complete this form and return it to the above address marked "ADMISSIONS".  You are advised to refer to the 
“Admissions Policy for In-Year and Outside Normal Admissions Round” when completing this form.   It is 
important that you indicate the criterion/criteria under which you wish to apply overleaf. 
 

1. Applicant's surname (Block capitals, please):   ___________________________________________________________________ 

 
2. Applicant's forename(s) (Block capitals, please):   _______________________________________________________________ 

 
3. Applicant's permanent home address:   ____________________________________________________________________________ 

 
 ___________________________________________________________________________________     Postcode  ________________________ 

 
4. Applicant's date of birth:   ___________________________                      Applicant’s gender:    ___________________________ 

 
5. Applicant's present school:    ________________________________________________________________________________________  

 
 School address:    _____________________________________________________________________________________________________      

 
 Post Code: _________________________       School's telephone number:    ______________________________________________ 

 
6. Full name of Father or Carer:    ______________________________________________________________________________________ 

 
7. Full name of Mother or Carer:   ______________________________________________________________________________________ 
 
8. Parents’/Carers’ name for correspondence:     _____________________________________________________________________ 
 (eg. Mr & Mrs G B Smith, Ms F Patel, Mr A Brown etc) 
 

9. Parents'/Carers' daytime/work telephone number:   _____________________________________________________________ 

 
10. Home telephone number/Mobile telephone number:     ___________________________________________________________ 

 
11. Home e-mail address:     _______________________________________________________________________________________________ 

 

                                                                              PLEASE TURN OVER  
 

http://www.parmiters.herts.sch.uk/


 

 

 

OVERSUBSCRIPTION CRITERIA 
 
 

1. “Children Looked After”, “Children Previously looked After” or “Children in Public Care”.  Please refer to In-Year 
Admissions Policy for full definition. 

 
 

2. Proximity to the school, as designated by the Hertfordshire Local Authority’s measurement system. 
 
 

3. Children with a brother or sister at the School at the time of application.  Please refer to In-Year Admissions 
Policy for full definition. 

 
 
 
Parents should indicate, by clearly ticking one or more of the appropriate boxes, under which criterion or criteria they 
are applying on behalf of their child for admission to the School:- 
 
 

CRITERIA 1    “Children Looked After”  

 
 

  2    Proximity to the School  

 
 

3    Sibling             [Name:  ______________________________________________________  Form:  ___________ ] 

    

 
Evidence from the Local Authority should be submitted with regard to Public Care Orders and Statements of Special 
Educational Needs or Education, Health and Care Plans which name this School. 
 
If the application is being made under Criterion 3 (Sibling), the name(s) and form(s) of current sibling(s) should be  
indicated above.   
 
Parents who are applying under Criterion 2 will need to provide proof that the home address quoted is the permanent  
residence of the applicant. Please read the “Admissions Policy for In-Year and Outside Normal Admissions Round”  
document carefully. 
 
In order to comply with the School Admissions Code, Hertfordshire County Council will be informed of this application  
and its outcome. 
 
The school takes part in Hertfordshire County Council’s Fair Access Protocol and will admit children under the policy as  
necessary before children on the continuing interest list. 
 
Parents have the right of appeal to Parmiter’s School. 
 
 
To the best of my knowledge the information given by me in connection with this application is correct and I 
agree to notify the Headmaster immediately of any change of address or other circumstances.  I understand 
that a place will be withdrawn if fraudulent details are found to have been given. 

 
 
 
 
Signed:         ____________________________________________________               (Parent or Carer)     Date _______________________ 
 
 



 

 

 

             

PARMITER'S SCHOOL 
High Elms Lane, Garston, Near Watford, Herts. WD25 0UU 

Telephone:  01923 671424     Fax:  01923 894195 
E-Mail address:  admissions@parmiters.herts.sch.uk 

Website Address:  www.parmiters.herts.sch.uk 
Parmiter’s DFES Number:  9195404 

 

TRANSFER TO SECONDARY SCHOOL 2019 
 

SCHOOL APPLICATION FORM 
SUPPLEMENTARY INFORMATION FORM (SIF) 

 
Please complete and return this form to the above address, marked "ADMISSIONS", no later than 31 OCTOBER 2018. 
You are advised to refer to the “Admissions Policy for Year Seven entry in September 2019” when completing this 
form.   It is important that you indicate the criterion/criteria under which you wish to apply overleaf.  Please 
ensure that you have the correct postage for an A4 envelope to avoid missing the deadline. 

 
If acknowledgement of receipt of the completed application form is required, please forward a stamped, addressed 
envelope.   

 
1. Child's surname (Block capitals, please):     ____________________________________________________________________________ 

 
2. Child's forename(s) (Block capitals, please):     ________________________________________________________________________ 

 
3. Child's address:   ___________________________________________________________________________________________________________ 

 
 ______________________________________________________________________________________________   Postcode:  ___________________ 

 
4. Child's date of birth:   _________________________________                                   Gender:    ________________________________ 

 
5. Child's present school:    __________________________________________________________________________________________________

  
 School Address:    _________________________________________________________________________   Post Code ___________________      

 
6. Full name of Father or Carer:    ___________________________________________________________________________________________ 

 
7. Full name of Mother or Carer:    __________________________________________________________________________________________ 

 
8. Home telephone number:     ______________________________________________________________________________________________ 
 
9. Daytime contact number:      ______________________________________________________________________________________________ 
 
10. Home e-mail address:    ___________________________________________________________________________________________________ 
 
If the number of applications for admission exceeds the number of places available, places will be allocated in  
accordance with the following criteria, in the order set out overleaf:- 
 

[PLEASE CONTINUE OVERLEAF] 

Criteria  

Date received  

Acknowledged  

Data entered by  

For office use only 

http://www.parmiters.herts.sch.uk/


 

 

 
1. “Children Looked After”, “Children Previously Looked After” or “Children in Public Care”.   Please refer to 

Admissions Policy for full definition. 
 

2. 10% of places to be allocated on the basis of proximity to the school, as designated by Hertfordshire Local 
Authority’s measurement system. 

 

3. Children with a sibling attending the school and residing at the same family household from Monday to Friday at 
the time of application.  Please refer to Admissions Policy for full definition. 

 

4. Children for whom it can be demonstrated that there is a compelling medical reason for attending the school 
(supported by independent medical evidence). 

 

5. 25% of places to be allocated to children who attain the qualifying test score for the academic assessments.  
Children applying under Criterion 5 must have already taken the Academic test and received the result.  

 

6. Up to 10% of places to be allocated to children who have proven aptitude in Music as evidenced by their 
performance in the prescribed Music aptitude tests.  Children applying under Criterion 6 must have already 
taken the Practical Music Assessment test and received the result.  

 

7.    Children with a parent who is a current employee at Parmiter's School with at least two years service at the time 
of application.  Please refer to Admissions Policy for full definition. 

 

8. Remaining places to be allocated on the basis of proximity to the school (as designated by Hertfordshire Local 
Authority’s measurement system). 

 

CRITERIA: 
Parents should indicate, by clearly ticking one or more of the appropriate boxes, under which criterion 
or criteria they are applying on behalf of their child for admission to the School:- 

1  “Children Looked After”  

2  Proximity to the School (10%)  

3  Sibling                Name(s)__________________________________________________________        Form:  _____________ 

4  Medical  

5  Academic Assessment (25%) 
Total Standardised Test Score:  ________ 
 

SW Herts Consortium Reference:     __________________ 
 

6  Music (up to 10%) 
Total Standardised Test Score:  ________ 
 

SW Herts Consortium Reference:     __________________ 
 

7  Children of Staff Name of Member of Staff: __________________________________________________________ 

8  Remaining places will be allocated on the basis of Proximity to the School 
 

Governors will fulfil the legal obligation to allocate a place to an applicant who has a Statement of Special Educational 
Needs which names this School or an EHC (Education, Health and Care) Plan that names the school. 
 

Evidence from the Local Authority should be submitted with regard to Public Care Orders and Statements of Special 
Educational Needs or Education, Health and Care Plans which name this school. 
 

If the application is being made under Criterion 3 (Sibling), the name(s) and form(s) of current sibling(s) should be 
indicated above.   
 

If an applicant has not taken the admission tests and received results prior to applying for a place at the 
school, then it will not be possible for the application to be considered under aptitude and academic testing. 
 

Parents who are applying under Criteria 2, 4, 5, 6, 7 or 8 will need to provide proof that the home address quoted is 
the permanent residence of the applicant. Please read the “Admissions Policy for Year Seven Entry in 
September 2019” document carefully. 
 

Parents are requested to provide detailed evidence in support of the application, on behalf of their child, for 
admission under Criterion 4 (Medical).   
 

To the best of my knowledge the information given by me in connection with this application is correct and I 
agree to notify the Headmaster immediately of any change of address or other circumstances.  I understand  
that Hertfordshire County Council will consider legal action against parents who deliberately give false 
information, and the offer of a school place will be withdrawn. 
 

Signed __________________________________________________________________ (Parent or Carer)     Date _______________________ 
It is also necessary to submit an application to your home Local Authority (known as the Common Application Form – 
CAF).   For Hertfordshire residents, applications should be completed and returned online to Hertfordshire Council 
Council at www.hertfordshire.gov.uk/admissions or by post to: HCC, CHR 102, County Hall, Pegs Lane, Herts, SG13 8DQ. 

http://www.hertsdirect.org/admissions


 

 

   
 

PARMITER'S  SCHOO L 
 

ADMISSIONS POLICY FOR SIXTH FORM ENTRY IN SEPTEMBER 2019 
 

1.   External applicants are asked to complete the School Information Form SIXTH FORM ENTRY 
2019, available from the school on the Sixth Form Open Evening.  The Sixth Form Open Evening, for 
our current Year 11 and external candidates, will be held on date to be notified and will be advertised 
in the local press three weeks prior to the event.  The completed form should be returned by post to: 
Parmiter’s School, High Elms Lane, Garston, Near Watford, WD25 0UU.  The application form can also 
be found on our website:  www.parmiters.herts.sch.uk.    THE DEADLINE FOR APPLICATIONS FOR 
EXTERNAL CANDIDATES IS: 1 DECEMBER 2018. 
 
2.  Priority will be given to “Children Looked After”1, “Children Previously Looked After”2 or “Children 
in Public Care”3.  A “looked after child” or a child who was previously looked after but immediately 
after being looked after became subject to an adoption, child arrangements, or special guardianship 
order 4.   
 
3.   Students applying to enter the Sixth Form need to achieve a minimum of 33 points in their six best 
full-course GCSE results.  This is a new scale: In Mathematics, English Language and English Literature 
students will be awarded a number from 1 to 9.  For all other subjects  the grade equivalents on this 
scale are as follows:  A* = 8.5; A = 7; B = 5.5; C = 4; D = 3; E = 2.  We would normally expect students to 
achieve a 4 in Mathematics and English Language.  Students also need to achieve the minimum entry 
requirement stipulated in the Sixth Form prospectus for each A level subject they wish to take.   
 

4.   The annual Sixth Form admissions number for external students is 50. 
 

5.   A statement of the applicant’s predicted grades will be requested from the Headteacher of their 
school.  Applicants are placed in rank order on the basis of their top six full-course GCSE grades.  
Conditional offers are then made to the students ranked highest and on the basis of space in each A 
level subject in each block. 
 

6.   After registration day in September 2019, subjects for which there are still vacancies will be 
advertised on the school website.  The Head of Sixth Form will receive any further applications from 
new candidates or from those who have applied and not received an offer at that point.   
 

PARENTS HAVE THE RIGHT OF APPEAL AGAINST NON-ADMISSION TO THE SCHOOL. 

                                                 
1 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 service functions (see definition in Section 22(1) of the Children Act 
1989).   
2 Priority will 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.  Criterion 1  only applies to children who were 
previously looked after by an English or Welsh local authority. 
3 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. 
4 An adoption order is an order under the Adoption Act 1976 (see Section 12 Adoption orders) and children who were 
adopted under the Adoption and Children Act 2002 (see Section 46 Adoption orders) Children Act 2002.  A ‘child 
arrangements order’ is an order settling the arrangements to be made as to the person with whom the child is to live 
under Section 8 of the Children Act 1989 as amended by 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 (or special guardians). 

http://www.parmiters.herts.sch.uk/


 

 

 
 
 

 
 
 
 
 

   
 

PARMITER'S  SCHOOL 
High Elms Lane, Garston, Near Watford, Herts, WD25 0UU 

Telephone:  01923 671424     Fax:  01923 894195 
E-Mail:  admissions@parmiters.herts.sch.uk 

Website Address:  www.parmiters.herts.sch.uk 

 

SIXTH FORM ENTRY 2019 
 

SCHOOL APPLICATION FORM 
 
Please complete and return this form to the above address, marked “ADMISSIONS”, no later than 1 
December 2018. 
 
1. Student's surname (Block capitals, please)  ________________________________________________________ 
 

2. Student's forename(s) (Block capitals, please) ____________________________________________________ 
 

3. Student's address ______________________________________________________________________________________ 
 

 ___________________________________________________________________________________________________________ 
 

 ______________________________________________________      Postcode _________________________________ 
 

4. Student's date of birth ___________________________                 Gender  __________________________________ 
 

5. Full name of Father or Carer _____________________________________________________________________ 
 

6. Full name of Mother or Carer ____________________________________________________________________ 
 

7. Home telephone number _____________________________________________________________________________ 
 

 Daytime Contact telephone number _________________________________________________________________ 
 

Contact E-Mail address: 
This will be used for correspondence 

                   

                              

 
8.   Student's present school ______________________________________________________________________________ 
 

 School’s Address _______________________________________________________         Post Code ______________ 
 

School's Telephone No _____________________________      Headteacher’s Name _______________________ 
 

[PLEASE CONTINUE OVERLEAF]  

Date received  

Date entered   

For school use only 



 

 

9. GCSE subjects already completed. 
Subject Result Subject Result 

    

    

    

 
10. Students in Year 12 will, in most cases, study three subjects in Year 12 and take these through to the 

end of Year 13.  Please indicate below three subjects that you would like to study in the Sixth Form in 
order of preference.   Please note the following: 
 Students who are predicted to gain five or more A* or 8/9 grades at GCSE may opt for four 

subjects.   
 Students intending to take Further Mathematics should choose two subjects in addition to 

Further Mathematics (which automatically includes A Level Mathematics).  Students intending to 
take Further Mathematics who are predicted to gain five or more A* or 8/9 grades at GCSE may 
opt for three more subjects in addition to Further Mathematics (which automatically includes A 
Level Mathematics).  This would be only in a very few cases. 

 Students may only indicate one Mathematics option.  Further Mathematics automatically includes 
Mathematics. 

 Students should select a “reserve” subject.  
 
Please indicate your subject choices in the boxes below.   
 

Subject Preference 1 Subject Preference 2 Subject Preference 3 

   

 

Now fill in ONE of the two boxes below: 
 

EITHER  —  

 

Additional Subject Preference (only for those predicted 5 or more A* or 8/9 grades) 

 

 

OR  — 

 

Reserve Subject Preference  

 

 
 Student signature ______________________________________________________________________________________ 
 
 Parent/Carer signature ___________________________________________________________________________ 
 
 Date:  __________________________________________ 
 

THE COMPLETED FORM MUST BE RETURNED  The Admissions Department 
NO LATER THAN 1 DECEMBER 2018, TO:    Parmiter's School 
        High Elms Lane 
        Garston 
        Near Watford 
        Hertfordshire  WD25 0UU 
 

      On receipt of your application, GCSE grade predictions will be requested from your current school.  
We will contact you with the result of your application as soon as we get an overall picture of our 
applicants. 



                                                               
  
Admission Arrangements for Peartree Spring Primary School for 2019/20 
  
The schools published admission number will be 90 and also uses HCC oversubscription criteria. 
  
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools to 
admit a child with a statement of special educational needs or an EHC (Education, Health and Care) 
Plan that names their school. 
 
If there are fewer applications than places available at a school all applicants will be admitted. If 
there are more applications than places available, the criteria outlined below will be used to 
prioritise applications. 

Oversubscription Criteria 
Rule 1  Children looked after and children who were previously looked after, but ceased to 

be so because they were adopted (or became subject to a child arrangements order 
or a special guardianship order). 
 

Rule 2  Medical or Social: Children for whom it can be demonstrated that they have a 
particular medical or social need to go to the school.  
A panel of officers will determine whether the evidence provided is sufficiently compelling 
to meet the requirements for this rule. The evidence must relate specifically to the school 
applied for under Rule 2 and must clearly demonstrate why it is the only school that can 
meet the child’s needs. 
 

Rule 3  Sibling: Children who have a sibling on the roll of the school at the time of 
application.  

  
  

This applies to reception through to Year 5  

  

  

In Year admissions: the sibling may be in the school’s final year as long as they will 
still be in attendance at the time of admission.  

Rule 4  

  

Nearest School:  Children for whom it is their nearest school or academy.  
This includes all schools except those which allocate places on the basis of faith. 
 

Rule 5  Distance: Children who live nearest to the school.  
  If your child does not qualify under Rule 4, they will be considered under Rule 5.  
  
These rules are applied in the order they are printed above.  If more children qualify under a 
particular rule than there are places available, a tie-break will be used by applying the next rule to 
those children.  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 logically this will be on the ground floor and therefore closer.  If there 
are two identical addresses of separate applicants, the tie-break will be random.    
 



In Year Admissions The school will remain part of the county council’s coordinated In Year 
admissions scheme.   
Application forms can be accessed via www.hertfordshire.gov.uk/admissions or from the 
Customer Service Centre, 0300 123 4043.  Parents should return the application form direct to the 
County Council (address on the form).  
  
Fair Access  
The school participates in the county council’s Fair Access protocol and will admit children under 
this protocol before children on continuing interest. An admittance under the Code can also be 
over the PAN if necessary. 
  
Twins  
If a twin or multiple birth child is allocated the final place available, the school will also offer 
places to the other twin/multiple birth children.  
 
Continuing Interest process 
After places have been offered, the school’s continuing interest (waiting) list will be maintained by 
Hertfordshire County Council. A child’s position on the CI list will be determined by the admission 
criteria outlined above and a child’s place on the list can change as other children join or leave it. 
The county council, on behalf of the school’s governing body, will contact parents/carers if a 
vacancy becomes available and it can be offered to a child. Continuing interest lists will be 
maintained for every year group until the summer term (date to be confirmed). To retain a CI 
application after this time, parents must make an In Year application. 
 
Appeals  
Reception transfer intake: 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the 
appeals system”. 
 
In Year Admission Appeals 
The county council will write to you with the outcome of your application and, if you have been 
unsuccessful, will include registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals  
 
Explanatory notes and definitions for the admission arrangements for Peartree Spring Primary 
School for 2019/20  
  
The following definitions apply to terms used in the admissions criteria:   
  
Rule 1: Children looked after and children who were looked after, but ceased to be so because 
they were adopted (or became subject to a child arrangements order¹ or a special guardianship 
order²)   
  
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 rule 1.   

http://www.hertfordshire.gov.uk/admissions
http://www.hertfordshire.gov.uk/admissions
http://www.hertfordshire.gov.uk/schoolappeals


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)  

  
All children adopted from care who are of compulsory school age are eligible for admission under 
rule 13.  

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.   
  
Rule 2: Children for whom it can be demonstrated that they have a particular medical or social 
need to go to the school   
  
Rule 2 applications will only be considered at the time of the initial application, unless there has 
been a significant and exceptional change of circumstances within the family since the initial 
application was submitted.   

All schools have experience in dealing with children with diverse social and medical needs. 
However in a few very exceptional cases, there may be reasons why a child has to attend Peartree 
Spring Primary School  

Few applications under Rule 2 are agreed.   

All applications are considered individually but a successful application should include the 
following:   

a. Specific recent professional evidence that justifies why only Peartree Spring Primary School 
can meet a child’s individual needs, and/or  

  



b. Professional evidence that outlines exceptional family circumstances making clear why only 
one Peartree Spring Primary School can meet the child’s needs.  

c. If Peartree Spring Primary School is not the nearest school to the child’s home address, clear 
reasons why the nearest school is not appropriate.  

  
d. For medical cases – a clear explanation of why the child’s severity of illness or disability 
makes attendance at Peartree Spring Primary School essential.  
  
Evidence should make clear why only Peartree Spring Primary School is appropriate. Applications 
under Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example a doctor, psychologist or police officer. The 
supporting evidence needs to demonstrate why only Peartree Spring Primary School can meet the 
social/medical needs of the child. Applications for children previously “looked after” but not 
meeting the specific criteria outlined Rule 1, may be made under this rule.    
  

Rule 2 decisions will be made by the County Council on behalf of the School Governors. 
 

Definition of sibling   

For applications to Peartree Spring Primary School, 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 after¹ and in every case living permanently² in a placement within the 
home as part of the family household from Monday to Friday at the time of this application.   

A sibling must be on the roll of the named school at the time the younger child starts.   

If a place is obtained for an older child using fraudulent information, there will be no sibling 
connection available to subsequent children from that family.   

¹ Children previously looked after are those children adopted or with a special guardianship order 
or child arrangements order. This definition was amended following a determination by the OSA in 
August 2014.   
² 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.   
  

Multiple births   

Peartree Spring Primary School will admit over the school’s published admission number when a 
single twin/multiple birth child is allocated the last place at a school.   
  
Home address   The address provided must be the child’s current permanent address at the time 
of application. ‘At the time of application’ means the closing date for applications. “Permanent” 
means that the child has lived at that address for at least a year and/or the family own the 
property or have a tenancy agreement for a minimum of 12 months.   

  
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.   
  

Fraudulent applications   

Peartree Spring Primary School will do as much as possible to prevent applications being made 
from fraudulent addresses.   

Address evidence is frequently requested, monitored and checked and school places will be 
withdrawn when false information is deliberately provided.  Peartree Spring Primary School will 
take action in the following circumstances:   

• When a child’s application address does not match the address of that child at any current 
school or pre-school setting;   

• When a child lives at a different address to the applicant;   

• When the applicant does not have parental responsibility;   

• 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.   

• When a child starts at the allocated school and their address is different from the address used at 
the time of application.   

  
Home to school distance measurement for purposes of admissions   

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.   
  
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.   

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 transfer processes, 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 
Peartree Spring Primary School 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.   

Peartree Spring Primary School will also consider accepting applications from children* 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 (6 February 2018 for the Under 11s 
process) cannot be taken into account before National Allocation Day. Decisions on these 
applications will be made by a panel of governors 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.   

*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.   
  
Age of admission and deferral of places  
  
Peartree Spring Primary School’s policy is that children born on and between 1 September 2014 
and 31 August 2015* would normally commence primary school in Reception in the academic 
year beginning in September 2019. We 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 fulltime 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 us to discuss their 
child’s requirements.   
     
*Summer born children (1st April – 31st August) – Entry to Reception   

Legally, a child does not have to start school until the start of the term following their fifth 
birthday. Following guidance issued by the Department for Education on 8 September 2015, 
Peartree Spring Primary School has amended its policy for summer born children. Children born 
between 1 April 2015 and 31 August 2015 are categorised as “summer born” and if parents/carers 
do not believe that their summer born child is ready to join Reception in 2019 they may delay 
their application until 2020.   
These applications will be processed in exactly the same way as all other reception applications 
received at that time; there is no guarantee that a place will be offered.  
 
The school ARE NOT automatically accepting applications from parents/carers of summer born 
children born between 01/04/2014 – 31/08/2014 who wish to apply outside of the chronological 
year group for a place in September 2019.  However, if you wish to apply for a place at the school, 
it is very important that you contact us by 15 January 2019. 
   
Children Out of Year Group   

Peartree Spring Primary 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”.   
 
A panel of governors will decide whether the application will be accepted on the basis of the 
information submitted. The panel make decisions 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 a place for a space in a specific year group. The internal management 
and organisation of the school, including the placement of pupils in classes, is a matter for the 
Headteacher and senior leadership.  

The governing body is ultimately responsible for making this decision for applications made to 
their school.   
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‘Learning in the Light of Christ’ 
 

 

 POPE PAUL CATHOLIC PRIMARY 
SCHOOL       

 
Headteacher Mrs E Heymoz B Ed (Hons) 

 
       Baker Street, Potters Bar, Hertfordshire EN6 2ES Telephone 01707 659755  

            E-mail: admin@popepaul.herts. 
                                                                           Website: www.popepaul.herts.sch.uk 
 

Determined Admission Arrangements 2019/20 
 
 
Pope Paul 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 the Catholic faith in Jesus Christ. 
 
In determining these Admission Arrangements, the Governing Body has consulted with Westminster 
Diocese and has had regard to the advice that has been given. 
 
As a Catholic school, we aim to provide a Catholic education for all 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 be 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.  
 
Where the number of applications exceeds the number of places, priority will be given to Catholic 
candidates and places will be offered according to the order of priorities listed below 
 
In this policy, the ‘applicant’ refers to the parent or person with parental responsibility applying for a 
place, and ‘candidate’ refers to the child for whom the application is made.  
 
The Governing Body has responsibility for admissions to this school and intends to admit up to the 
published admission number of 30 pupils to the Reception Class in the school year which begins in 
September 2019. 
 
For the last 5 years the school has received more applications than there have been places. 
In the last 3 years governors have been able to admit children up to criterion 7. 
  
Applications are invited for September 2019 from families whose child attains 4 years of age between 
01/09/2018 and 31/08/2019. 
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The Oversubscription Criteria: 
 
These criteria need to be read in conjunction with the notes below.  Where there are 
more applications than the number of places available, places will be offered according 
to the following order of priority.  
 
These oversubscription criteria are applied to the Admission Year 2019/2020 and will be 
revised for each Admission Year. 
 
 
1. Catholic looked after children and Catholic children who have been adopted (or subject to 

child arrangement orders or special guardianship orders) immediately following having been 
looked after. 

 
2. Baptised Catholic children, who have a Certificate of Catholic Practice and a Baptism 

Certificate. 
 
3. Other baptised Catholic children.  
 
4. Other looked after children and other children who have been adopted (or subject to child 

arrangement orders or special guardianship orders) immediately following having been looked 
after.  

 
5. Children of other Christian denominations whose application is supported either by a 

certificate of baptism or by a letter from a minister of religion/religious leader, showing 
membership of the faith community. In accordance with diocesan guidance, Orthodox 
Christian applicants have priority over other non-Catholic applicants.  
 
 

6. Children of other faiths whose application is supported by a letter from a religious leader 
confirming membership of the faith. 
 

7. Any other children 
 

Exceptional Need: 
 
The Governing Body will give top priority, within each criterion, to an application where compelling 
evidence is provided, at the time of application, of those exceptional needs of the child.  To 
demonstrate an exceptional social, medical or pastoral need of the child which can only be met at 
this school, the governing body will require written evidence at the time of application from an 
appropriate professional, such as a social worker, doctor or priest. The Governing Body’s Admissions 
Committee considers all applications for admission. It is this committee which assesses any additional  
evidence pertaining to an application under exceptional circumstances.   
 
Within each criterion second priority will be given to: 
 

a) Siblings i.e. a brother/sister attending Pope Paul School at the time of admission. 
Siblings include step-brothers/sisters and half-brothers/sisters attending the school at 
the time of admission. Sibling also includes a child looked after or previously looked 
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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 who is 
attending the school at the time of admission.  
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. 

 
b) Any who live nearest to the school.  

Home to school distance measurement for purposes of admissions  

A ‘straight line’ distance measurement is used by the local authority 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. (Home address is defined as the 
address at which the child resides for 50% or more of the school week.) 

 
c)  Twins and Multiple Births. Where the final place is offered to a child  

who has other siblings (e.g. one of twins) applying for a place in the same school 
year, these siblings will also be admitted. 
In practice, this will mean that priority will be given over distance. 

 
c) Tie Break. In the event that two or more candidates are eligible under the last 

rule for the remaining place and live the same distance from school, the place 
will be allocated by drawing the name from a lottery.  
 

Special Educational Needs 
 
The admission of pupils with an Education, Health and Care Plan (EHCP) is dealt with by a 
completely separate procedure. Details of this separate procedure are set out in the ‘Special 
Educational Needs Code of Practice’ which can be found on www.education.gov.uk. 
In accordance with these procedures, the governors will admit a child with an EHCP if the EHCP 
specifically names the school. 

 
Fair Access Protocol 
 
The school is committed to taking its fair share of vulnerable children who are hard to place, in 
accordance with locally agreed protocols. Accordingly, outside the normal  
round of admissions, the governing body are empowered to give absolute priority to a child where 
admission is requested under any local protocol which carries the agreement of both the Governing 
Body and the Diocese for the current admission year. This means that such an application will have 
priority over any applicant on the Continued Interest List. The governing body has this power even 
when admitting such a child would exceed the published admission number (PAN). 
 
Notes 
These notes form part of the oversubscription criteria. 
 
  ‘Adopted’ means 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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‘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 of the Catholic Church. For the purpose of this policy this 
includes a looked-after child who is part of a Catholic family where a Certificate of Catholic Practice 
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).  
 
 
‘Certificate of Catholic Practice’  means a certificate issued by the family’s parish priest (or 
the priest in charge of the church where the family attends Mass) in the form laid down by the 
Bishops’ Conference of England and Wales. It will be issued if the priest is satisfied that at least one 
Catholic parent or carer (along with the child, if he or she is over seven years old) have (except 
when it was impossible to do so) attended Mass on Sundays and holy days of obligation for at least 
five years (or, in the case of the child, since the age of seven, if shorter). It will also be issued when 
the practice has been continuous since being received into the Church if that occurred less than five 
years ago. It is expected that most Certificates will be issued on the basis of attendance. A 
Certificate may also be issued by the priest when attendance is interrupted by exceptional 
circumstances which excuse from the obligation to attend on that occasion or occasions. Further 
details of these circumstances can be found in the guidance issued to 
priests http://rcdow.org.uk/education/governors/admissions/ 
  
‘Child Arrangements Order’ is an order under the terms of the Children Act 1989, Sect 8, settling 
the arrangements to be made as to the person with whom the child is to live. Children ‘looked after’ 
immediately before the order is made qualify in this category. 

 
‘Children Looked After’ is in accordance with Section 22 of the Children’s 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) 

 
‘Children of other Christian denominations’ for the purposes of this policy means children 
who belong to other churches and ecclesial communities which, acknowledging God’s revelation in 
Christ, confess the Lord Jesus Christ as God and Saviour according to the Scriptures, and, in 
obedience to God’s will and in the power of the Holy Spirit commit themselves: to seek a deepening 
of their communion with Christ and with one another in the Church, which is his body; and to fulfil 
their mission to proclaim the Gospel by common witness and service in the world to the glory of the 
one God, Father, Son and Holy Spirit. An ecclesial community which on principle has no credal 
statements in its tradition, is included if it manifests faith in Christ as witnessed to in the Scriptures 
and is committed to working in the spirit of the above. 
All members of Churches Together in England and of CYTÛN are deemed to be included in the above 
definition, as are all other churches and ecclesial communities that are in membership of any local 
Churches Together Group (by whatever title) on the above basis. 

 
 

‘Orthodox Churches’ membership of these Churches is normally evidenced by a Certificate of 
Baptism or Reception from the authorities of that Church. 

 
‘Children of other faiths’ for the purposes of this policy means children who are members of a 
religious community that does not fall within the definition of ‘other Christian denominations’ and 
which falls within the definition of a religion for the purposes of charity law. The Charities Act 2011 
defines religion to include: 

• A religion which involves belief in more than one God, and 

http://rcdow.org.uk/education/governors/admissions/
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• A religion which does not involve belief in a God. 
  
 
‘Parent’ means the adult or adults with legal responsibility for the child. 
 
‘Special Guardianship Order’ is an order under the terms of the Children Act 1989, Sect 14A, 
which defines it as an order appointing one or more individuals to be a child’s special guardian(s). 
 
‘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. 
 

 
Application Procedures and Timetable 

 
Application forms for admission to the school should be made on the following forms 

• The Local Authority (LA) Hertfordshire Application Form (HAF) must be completed online. If 
you live in another local authority area you must fill in the form for that authority. 

• The school’s Supplementary Information Form (SIF) and Supporting Documentation- signed 
Certificate of Catholic Practice form and the candidate’s baptismal certificate (where 
applicable) – should be returned to the Headteacher at the school. 

• The SIF is available from the school or www.hertsdirect.org/admissions. 
 
Certificate of Catholic Practice 
Applicants applying under criteria 2 must submit a Certificate of Catholic Practice by the closing date 
stated below. This form is available from the parish in which the family normally worships or from 
the diocesan website, www.rcdow.org.uk.  
 
It is the parents’ duty to ensure that the CCP is submitted to the school by the due date. 
The priest will only sign the CCP if he knows you. 
 
Deadlines 
All forms must be returned by the 15th January 2019. Applications arriving after that date will be 
dealt with after all initial offers have been made. 
 
If Pope Paul’s SIF and Supporting Documentation are not received at the school by 15th 
January 2019 , the Governing Body will use the information supplied on the LA 
application form and may be unable to consider your application other than under 
criteria 7 – ‘Any other children’ - and it would be very unlikely that your child would get 
a place at the school. 

 
Parents will be advised of the outcome of their applications by Hertfordshire County Council on 
behalf of the Governing Body on 16th April 2019 and will be confirmed in writing by the Governing 
Body shortly after that.  
  
Waiting List 
In addition to their right of appeal, unsuccessful candidates will be offered the opportunity to be 
placed on a 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. Names are 
removed from the list after one year, unless applicants request to remain on the list. 
 
 
 

http://www.hertsdirect.org/admissions
http://www.rcdow.org.uk/
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Deferred Entry 
 
Applicants may defer entry to school until statutory school age, i.e. the first day of term following the 
child’s fifth birthday. Application is made in the usual way and then deferment may be requested. 
The place will then be held until the first day of the spring or summer term.  
Applicants may also request that the child attend part-time until the candidate reaches compulsory 
school age. 
 
Children Educated Outside their Chronological Age Group 
 

a) Summer Born Children 
 
Legally, a child does not have to start school until the start of the term following their fifth 
birthday. Following guidance issued by the Department for Education on 8 September 2015, 
the school has amended its policy for summer born children. Children born between 1 April 
2015 and 31 August 2015 are categorised as “summer born” and if parents/carers do not 
believe that their summer born child is ready to join Reception in 2019 they may delay their 
application until 2020.  
These applications will be processed in exactly the same way as all other reception 
applications received at that time; there is no guarantee that a place will be offered at this 
school.  
If parents wish to delay their application for a Reception place they are advised to discuss 
their child’s needs /development with their current early years or nursery provider. If parents 
wish their child to remain in their existing nursery school or class for a further year (rather 
than moving into the Reception year group) they must let their current school know before the 
end of the Spring term in 2019 (before the Easter break).  

 
b) Children Educated Outside their Chronological Age Group 

          (except summer born children applying for Reception Class) 
 

Parents may apply for their child to be educated outside his/her chronological age 
group; i.e.  a year behind or a year ahead. Application should be made to the Chair of 
Governors at the time of application and any supporting evidence should be 
submitted at the same time. Governors will consider each case on its own merits and 
permission will only be granted in exceptional circumstances. 

 
 
In Year Admissions 
 
Applications for In-Year admissions are made directly to the school. 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 to appeal. 
You will be offered the opportunity to be placed on a waiting list. This waiting list will be maintained 
by the Governing Body in the order of the oversubscriptions 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 re-rank the list in order to see who is at the top 
of the list, so that an offer can be made. 
 
Unsuccessful Applications 
If a place cannot be offered for the Normal Admission Round, applicants will be notified by the LA.  
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They will be given reasons related to the oversubscription criteria listed above. All unsuccessful 
applicants have the right to appeal to an independent panel for a place to be made available for their 
child. Hertfordshire parents wishing to appeal, who applied online, should log onto their online school 
application and click on the link “register an appeal”. If the application was not made using 
Hertfordshire’s online application system parents should contact the Customer Service Centre (0300 
123 4043) to request an appeal pack. 
They will also be given the opportunity of being placed on a Waiting List. 
If a place cannot be offered for an In Year Admission application, the Governing Body will inform the 
applicant and give reasons related to the oversubscription criteria. In Year Admissions applicants will 
also be given the opportunity to be placed on a Waiting List.  
 
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 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. 

 
 
Application pack to include: The Governors’ Admission Policy and Procedure;  
    

Pope Paul SIF 
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POPE PAUL CATHOLIC PRIMARY 
SCHOOL       

 
Headteacher Mrs E Heymoz B Ed (Hons) 

 
       Baker Street, Potters Bar, Hertfordshire EN6 2ES Telephone 01707 659755  

            E-mail: admin@popepaul.herts. 
                                                                           Website: www.popepaul.herts.sch.uk 
 
 

Diocese Of Westminster Catholic Schools’ Supplementary Information Form 
2019-2020 

 
 

Child’s Details 

 
Parent/Carer Details 

Parent‘s name:  

 

Address (if different from 

above): 

 

Telephone number: 

 

 
 

 
(If Applicable) Catholic Parish in which your child lives:_____________________________ 
 
 
 
 
 

Child’s surname: 

 

Child’s  first name: 
 
Home Address: 

 

 

Post Code: 

Date of Birth: 



‘Learning in the Light of Christ’ 
 

 

 
Religious Status of child 

Please indicate by placing a tick in the appropriate row – please note that a tick should be 
indicated in only a single row. 
 
Criteria Tick  Evidence Provided Office Use Only 
1. Catholic looked after children and 
Catholic children who have been 
adopted (or subject to child 
arrangement orders or special 
guardianship orders) immediately 
following having been looked after. 
 

   

2. Baptised Catholic children, who have a 
Certificate of Catholic Practice and a 
Baptism Certificate. 

   

3.Other baptised Catholic children.    
5.Children of other Christian 
denominations whose application is 
supported either by a certificate of 
baptism or by a letter from a minister of 
religion/religious leader, showing 
membership of the faith community. In 
accordance with diocesan guidance, 
Orthodox Christian applicants have 
priority over other non-Catholic 
applicants.  

   

6.Children of other faiths whose 
application is supported by a letter from 
a religious leader confirming 
membership of the faith. 

   

 
 
 
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 
governors may withdraw any offer of a place even if the child has already started school. 
 
 
Signed………………………………………                Date…..……………… 
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Evidence of Catholic Baptism  

 
If application is being made for a place at the school for a Catholic child evidence of Catholic baptism or 
reception into the Church is required. A certificate of baptism or certificate of reception into the full 
communion of the Catholic Church should be provided at the same time as this form is returned to the 
school.  
[The Admission Authority may request additional supporting evidence if the written documents that are 
provided do not clarify the fact that the child was baptised or received into the Catholic Church, e.g. 
where the name and address of the Church is not on the certificate or where the name of the Church 
does not state whether it is a Catholic Church or not. Those who have difficulty obtaining written 
evidence of baptism or reception into the Church should contact their Parish Priest.]  
 
 Evidence of Catholic Practice  
 
If application is being made for a place at the school for a Catholic child with a Certificate of Catholic 
Practice, this much be signed by a Catholic priest in the form laid down by the Bishops’ Conference of 
England and Wales. The certificate should be obtained from the family’s parish priest, or the priest in 
charge of the Church where the family practises, and should be provided at the same time as this form is 
returned to the school.  
 
 Evidence of Membership of an Eastern Christian or Orthodox Church  
 
If application is being made for a place at the school for a member of an Eastern Christian Church, 
including Orthodox Churches, evidence of membership will be required. A certificate of baptism or 
reception from the authorities of that Church should be provided at the same time as this form is 
returned to the school.  
 
 Evidence for Other Christian Denominations and Other Faiths  
 
If an application is being made for a place at the school as a member of another Christian denomination 
or another faith a letter confirming membership of that Christian denomination or faith, and signed by 
the appropriate minister of religion or faith leader, will be required. The letter should be provided at the 
same time as this form is returned to the school.  
 
[Checklist:  
Have you enclosed?  
 Copy of baptism or certificate of reception into the Catholic Church (where applicable).  
 Certificate of Catholic practice (where applicable). 
 Letter confirming membership of a Christian denomination or other faith (where applicable). 
 

Have you completed and returned your local authority’s Common Application Form 
 



 

 

 
 
 
 
The school’s published admission number is 180. 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained schools and 
academies to admit a child with a Statement of Special Educational Needs or an Educational, Health and 
Care Plan (EHC) that names their school. Students with a Statement of Special Educational Needs or an 
EHC will be admitted as part of the school’s PAN but before the oversubscription criteria are used. 
 
If the school has more applications than places available the oversubscription criteria will be used to allocate 
places. If the school has fewer applications than places available all applicants will be offered a place 
 
 
Rule 1 Girls in public care (Children Looked After) and girls 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). 

 
Rule 2 Medical or Social: Girls for whom it can be demonstrated that they have a particular 

medical or social need to go to Presdales. 

HCC officers will determine on behalf of the Governors whether the evidence provided is 
sufficiently compelling to meet the requirements for this rule.  The evidence must relate 
specifically to Presdales and must clearly demonstrate why Presdales is the only school that 
can meet the child’s needs. 

 
Rule 3 Sibling: Girls who have a sibling at the school at the time of application, unless the sibling 

is in the last year of the normal age-range of the school. (Note: the ‘normal age range’ for 
both Presdales as an 11-18 school, is Years 7 to 13). A sibling must be on the roll of 
Presdales at the time the younger child starts.  A sibling link will not be recognised for 
children living temporarily in the same house, e.g. a child who usually lives with one 
parent but has temporarily moved or a Child Looked After in a respite placement of a very 
short term or bridging foster placement.  (Please see explanatory notes for a detailed 
explanation of ‘sibling’.) 

 
 

Rule 4 Children of Staff: Girls who have either 
a) a parent* employed by the school as a member of staff on a permanent contract for a 
continuous period of two or more years at the date of application  
 
or 
 
b) a parent* who has been recruited to a vacant post at the school for which there is a 
demonstrable skills shortage 

  
*Parent 
This means the parent who has parental responsibility as defined in the Children Act 1989, 
or the person in the household who is defined as a parent for the purposes of Section 576 of 
the Education Act 1996.  This could include a person who is not a biological parent but who 
has responsibility for the child (such as a child’s guardians, or adoptive parent) but will not 
usually include other relatives such as grandparents, aunts, uncles etc. unless they have all 
the rights, duties, powers and responsibilities and authority, which by law a parent of a 

 

Determined admission arrangements for 
Presdales School for 2019/20 



child has in relation to the child and their property.  This will include the children of a 
member of staff’s partner as long as they have been living at the same address as the 
member of staff for a period of at least two years. 

 

Girls who live in the priority area* 

 
Places will be allocated to each parish/unparished area or town in proportion to the 
number of applications made.  In the event of there being more applications than places 
available to a particular parish/unparished area or town, places will be allocated as 
follows:- 

 
Rule 5 Girls for whom it is their nearest Hertfordshire maintained school or academy that is non-

faith and non-partially selective and makes provision for girls (if more girls qualify under 
Rule 4 than places, the tiebreak would be those that live closest to the school). 

 
Rule 6 Any remaining places available to a parish/unparished area or town.  Places will be 

allocated on a random basis. 
 

Children who live outside the priority area 
 

Rule 7 Places will be allocated on a random basis. 
 

Places will be allocated on a random basis, based on the principle that every girl will be 
allocated an individual random number once their name has been entered onto the 
database.  If a preference is expressed for Presdales, this number will be used in the 
random process. 
 

These rules are applied in the order they are printed above. If more girls qualify under Rules 1, 2, 3 
or 4 than there are places available, a tie-break will be used by applying the next rules to those 
girls. 

 
Tiebreak 
 
Where there is a need for a tie-breaker because two different addresses measure the same distance 
from a school: 
- in the case of a block of flats, the lower door number will be deemed nearest as logically this will 

be on the ground floor and therefore closer, 
- otherwise, including the case where two separate applicants give identical addresses, the 

tiebreak will be random. 
 
 
Secondary Transfer Application Form 
 
You can only apply online to the Authority where you live. The closing date for applications is 31st 
October 2019. 
 
Hertfordshire residents must apply using Hertfordshire’s online system 
at www.hertfordshire.gov.uk/admissions  or on the Hertfordshire paper application form.  

 

In Year Admissions 

Places will first be allocated in accordance with rules 1-4 above and then as follows: 
 

Rule 5: Girls who live in the priority area for whom it is their nearest Hertfordshire 

http://www.hertfordshire.gov.uk/admissions


maintained school or academy that is non-faith, non-partially selective and makes 
provision for girls. If more children qualify under rules 1-5 than places are available, 
the tiebreak would be those that live closest to the school (see also tiebreak section 
above). 

Rule 6: Girls in the priority area on a random basis 
Rule 7: Girls outside the priority area on a random basis. 

 
After places have been offered, the school’s continuing interest (waiting) list will be maintained by 
Hertfordshire County Council. A child’s position on the CI list will be determined by the admission 
criteria outlined above and a child’s place on the list can change as other children join or leave it. The 
county council, on behalf of the school’s governing body, will contact parents/carers if a vacancy 
becomes available and it can be offered to a child. Continuing interest lists will be maintained for every 
year group until the summer term (date to be confirmed). To retain a CI application after this time, 
parents must make an In Year application. 

 
In Year Admission Appeals: 

The county council will write to you with the outcome of your application and, if you have been 
unsuccessful, will include registration details to enable you to login and appeal online 
at www.hertfordshire.gov.uk/schoolappeals 

 
The school’s priority area comprises the following towns/parishes/unparished areas. 

 

 Presdales Aspenden, Bayford, Bengeo Rural, Bramfield, Brickendon Liberty, 
Datchworth, Essendon, Great Amwell, Great Munden, Hertford, 
Hertford Heath, Hertingfordbury, Hunsdon, Little Berkhamsted, Little 
Munden, Much Hadham, Sacombe, Stanstead Abbots, Stanstead St. 
Margarets, Stapleford, Tewin, Thundridge, Ware, Wareside, Watton-
at-Stone, Widford 

 
 
Sixth Form arrangements 
Presdales will admit up to 40 external students to its Sixth Form. The school will accept girls and boys 
into the Sixth Form. 

 
All students will be expected to meet the entry requirements in three subjects as published each year in 
the Sixth Form prospectus. Due to recent national changes to A levels the entry requirements for 
individual subjects are reviewed each year and are published in advance on the school website. The 
application form is reviewed each year to ensure that it is relevant and up to date with any national 
changes to the 16-19 curriculum. It can be found on the school website in advance of the application 
deadline. The proposed form (2019 entry) and proposed entry requirements (2019 entry) can be found 
at the end of this document. 
 
If the school is oversubscribed, priority for external students will first be given to: 

 
i) Children looked after or previously looked after, then 
ii) Distance from home to school. 
 

 
Tiebreak 

Where there is a need for a tie-breaker because two different addresses measure the same distance 
from a school: 
- in the case of a block of flats, the lower door number will be deemed nearest as logically this will 

be on the ground floor and therefore closer, 
- otherwise, including the case where two separate applicants give identical addresses, the 

tiebreak will be random. 

http://www.hertfordshire.gov.uk/schoolappeals


Explanatory notes 

 
Rule 1: Girls in public care (children looked after): 

 
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 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 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) 

 
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. 

 
(For the purpose of Rule 2: Child/ren refers to girls only) 
Rule 2: Children for whom it can be demonstrated that they have a particular medical or 
social need to go to Presdales: 
Rule 2 applications will only be considered at the time of the initial application, unless there has been a 
significant and exceptional change of circumstances within the family since the initial application was 
submitted. 

 
 

Presdales Governing Board has delegated Rule 2 decision-making to Hertfordshire County Council.  
Decisions will be made by a panel of 3 HCC officers and parents/carers will be notified of the outcome 
of their Rule 2 applications within 40 working days of the secondary transfer closing date. 

 
All schools in Hertfordshire have experience in dealing with children with diverse social and medical 
needs.  However in a few very exceptional cases, there are reasons why a child has to go to one specific 
school.   



 
Few applications under Rule 2 are agreed.   
 
All applications are considered individually but any application should include the following: 

• Specific recent professional evidence that justifies why only Presdales can meet the child’s 
individual needs, and/or 
 

• Professional evidence that outlines exceptional family circumstances making clear why only 
Presdales can meet the child’s needs 

• If Presdales is not the nearest school to the child’s home address, clear reasons why the nearest 
school is not appropriate 

 
• For medical cases – a clear explanation of why the child’s severity of illness or disability 

makes attendance at only Presdales School essential.  
  

Evidence should make clear why only Presdales is appropriate 
 
Applications under Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example, a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only Presdales can meet the social/medical needs of the child. 
 
Applications for children previously ‘looked after’ but not meeting the specific criteria outlined in Rule 1, 
may be made under this rule. 
 
Further details on the Rule 2 process can be found in the ‘Rule 2 Protocol’ available 
at: www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf 
 
Definition of sibling: 
A sibling at Presdales means the sister, brother, half-brother or half-sister, adopted brother or sister, or a 
child of the parent/carer or partner or a child looked after or previously looked after1 and in every case 
living permanently2 in a placement within the home as part of the family household from Monday to 
Friday at the time of this application.  Where a place is obtained and the child admitted to the school and 
it is subsequently identified that this place was gained fraudulently, there will be no sibling connection 
available to subsequent children from that family. 

 
¹ Children previously looked after are those children adopted or with a special guardianship order or child 
arrangements order. This definition was amended following a determination by the OSA in August 2014.  
 
² 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. 
 
Home Address: 
The address provided should be the child’s current permanent address at the time of application.  ‘At the 
time of application’ means the closing date for applications. ‘Permanent’ means that the child has lived at 
that address for at least a year and/or the family own the property or have a tenancy agreement for a 
minimum of 12 months 

The application can only be processed using one address.  If the child lives at more than one address 
(for example due to separation), the address used will be the one at which the child lives for the 
majority of the time. 

 
If your child lives at two addresses equally, the address of the parent/carer that claims Child Tax 
Benefit/Child Tax Credit will be considered as the child’s main residence.   
 

http://www.hertfordshire.gov.uk/docs/pdf/admissions/Rule2pross.pdf


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. 

 
Home to school distance measurement 
Presdales uses home-school distance measurements provided by Hertfordshire County Council: 
Hertfordshire County Council’s ‘straight line’ distance measurement system is used for 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 the child’s house to 
the address point of the school. AddressBase Premium data is a nationally recognized method of 
identifying the location of schools and individual residences. 

 
Definition of “nearest school” 
For allocations under Rule 5 the “nearest school” is defined as the nearest Hertfordshire maintained 
school or academy that is non-faith, non-partially selective and catering for girls. 
 
Twins/Multiple Births 
If one of your twins/multiple-birth children is offered the last place available at the school, and you have 
also made an application for your other children, we will also offer a place to the other child(ren), unless 
the place offered to the first child was under the random allocation procedure.  Places will not be offered 
in these cases because to do so would compromise the random element of the allocation process. 

 
In-Year Admissions 
Presdales will remain part of the county council’s coordinated In-Year admissions scheme. Application 
forms can be accessed via www.hertfordshire.gov.uk/inyear or from the Customer Service Centre, 0300 
123 4043.  Parents should return the application form direct to the County Council (address on the form).  
To retain a place on the Continued Interest list, families must, at the end of each academic year, confirm 
their continuing interest by making an In-Year application 

 
Fair Access 
Presdales participates in the HCC’s Fair Access protocol and will admit children under this protocol 
before children on continuing interest. 

 
Appeals 
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to their 
online application and click on the link “register an appeal”. Out of county residents and paper 
applicants should call the Customer Service Centre on 0300 123 4043 to request their registration 
details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link “log into the appeals 
system”. 

 
Fraudulent applications 

The school will work closely with Hertfordshire County Council to do as much as possible to prevent 
applications being made from fraudulent addresses.  

Address evidence is frequently requested, monitored and checked and school places will be withdrawn 
when false information is deliberately provided. Action will be taken in the following circumstances:  

• When a child’s application address does not match the address of that child at their current 
school; 

• When a child lives at a different address to the applicant; 
• When the applicant does not have parental responsibility; 
 
• When a family move shortly after the closing date of applications when one or more of the 

following applies: 
 

http://www.hertfordshire.gov.uk/inyear
http://www.hertfordshire.gov.uk/schoolappeals


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

ο The family has returned to an existing property;  

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

ο Council tax information shows a different residence at the time of application.  

 
• When a child starts at the allocated school and their address is different from the address used 

at the time of application. 
 

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.  

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 Secondary transfer processes, 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 will also consider accepting applications from children* 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 a panel of senior officers 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. 



*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. 

Children Out of Year Group 
Presdales’ 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 governing body of Presdales School is responsible for making this decision for applications made to 
their school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



Presdales School Sixth Form 
Entry Requirements by Subject 2019 (provisional) 

 
Subject If the subject has been studied at  

GCSE we require: 
 

If the subject has not been studied at GCSE we 
require:  
 

Art GCSE grade 6 in Art  
Biology GCSE grade 6 in GCSE Biology or Combined Science 

GCSE grade 6 in GCSE Mathematics 
GCSE grade 5 in English  

 

Business GCSE grade C in Business 
GCSE grade 5 in English and Mathematics 

GCSE grade 5 in English and Mathematics 

BTEC Level 3 
Travel & Tourism 

 GCSE grade 4 in English and Mathematics 

Chemistry GCSE grade 6 in GCSE Chemistry or Combined Science 
GCSE grade 6 in GCSE Mathematics 

 

Design& Technology: 
Fashion and Textiles 

GCSE grade B in Design & Technology  Applicants to have an individual consultation 
with a Textiles teacher.  

Drama & Theatre GCSE grade 5 in Drama and Theatre Studies  
GCSE grade 5 in English  

GCSE grade 5 in English and practical 
experience of Drama. 

Economics GCSE grade B in Economics  
GCSE grade 6 in English and Mathematics  

GCSE grade 6 in English and Mathematics 

English Lang and Lit GCSE grade 5 in English Language  
GCSE grade 5 in English Literature  

 

English Literature GCSE grade 5 in English Language  
GCSE grade 5 in English Literature 

 

Film Studies  GCSE grade 4 in English 
French GCSE grade 6 in French  
Geography GCSE grade 6 in Geography GCSE grade 6 in English  
German GCSE grade 6 in German  
Government& Politics  GCSE grade 5 in English  
History Modern GCSE grade 6 in History  GCSE grade 6 in English 
History Early GCSE grade 6 in History GCSE grade 6 in English 
Italian GCSE grade B in Italian  
Japanese GCSE grade B in Japanese  
Mathematics GCSE grade 7 in Maths  
Mathematics Further GCSE grade 8 in Maths 

This must be taken as a 4th A Level 
 

Music GCSE grade 6 in Music Minimum Grade 6, within the last 3 years, for a 
musical instrument or voice.  

Philosophy & Ethics  GCSE grade 5 in English 
Photography  GCSE grade 5 in Art, Graphics or Photography. 

A portfolio of work needs to be submitted 
before entry onto the course. 
GCSE grade 5 in English. 

Physical Education GCSE grade 6 in PE GCSE grade 6 in Combined Science or Biology. 
To be able to perform at a high level practically 
in at least one sport 

Physics GCSE grade 6 in Physics or Combined Science 
GCSE grade 6 in Mathematics 

 

Psychology  GCSE grade 5 in Mathematics and English  
GCSE grade 5 in Biology or Combined Science 

Sociology  GCSE grade 5 in English 
Spanish GCSE grade 6 in Spanish  
Russian GCSE grade B in Russian  

 
  
 
 



 
Presdales School 
Sixth From Application Form 2019 (provisional)  
 

1. Personal information 

Name 
 

 Gender M / F (please indicate) 

Address  
 
 
 
 

Email  Tel No.  
DOB  Mobile No.  
Current 
School 

 Current Headteacher  

 
2. Course choices 

Specify up to three choices from the subjects described in the Course Information booklet.  Please list in 
strict order of preference, together with one reserve choice. 
1  
2  
3  
Reserve  
 
If you have chosen Mathematics above, please indicate if you would also wish to study Further 
Mathematics as a fourth Advanced Level subject:     

YES NO 
 (Please circle choice) 
 
Extended Project Qualification (EPQ) 
Please indicate if you would also like to apply to study for an EPQ on an agreed topic of your choosing:  

YES NO 
 (Please circle choice) 
 

3. Current subjects studied 

1  7  
2  8  
3  9  
4  10  
5  11  
6  12  
 
 
 
Signed (student) ………………………………………… Signed (Parent/carer) …………………………………………….. 
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The Priory School 
 

Admissions arrangements 2019/20 
 

The published admissions number (PAN) for September 2019 is 180. 

The school participates in the Hertfordshire Local Authority co-ordinated scheme for Admissions and all deadlines 
within that should be adhered to by applicants.  All applicants must complete the Common Application Form of their 
home Local Authority.  Hertfordshire residents should apply online to Hertfordshire County Council or complete the 
Secondary Transfer Form.  Families resident in other authorities must complete the form provided by the Authority 
in which they live.  Applicants to The Priory School do not need to complete a Supplementary Information Form (SIF). 
 
Section 324 of the Education Act 1996 requires the Governing Bodies of all maintained schools to admit a child with a 
statement of special educational needs that names their school.  Schools must also admit children with an EHC 
(Education, Health and Care) Plan that names the school.  

If there are fewer applications than places available at a school all applicants will be admitted.  If there are more 
applications than places available, the criteria outlined below will be used to prioritise applications. 

Oversubscription criteria  

Rule 1: Children looked after and 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)*.  
 
Rule 2: Medical or Social  
Children for whom it can be demonstrated that they have a particular medical or social need to go to the school*.  
 
A panel of Hertfordshire County Council officers will determine whether the evidence provided is sufficiently 
compelling to meet the requirements for this rule. The evidence must relate specifically to the school applied for under 
Rule 2 and must clearly demonstrate why it is the only school that can meet the child’s needs.  

Rule 3: Sibling  
Children who have a sibling at the school at the time of application, unless the sibling is in Year 13. 
 
Rule 4: Children of staff 
Children of permanent members of staff who live in the same house as the member of staff, are directly employed by 
The Priory School and have been employed at the school for a minimum of two years or have been recruited to fill a 
vacant post for which there is a demonstrable skills shortage, such shortage to be determined by the Governing Board 
Admissions Committee. 
 
Rule 5: Children who live in the priority area  
If the school is oversubscribed under this rule places will be offered as follows: 

• To children living in the parishes of Hexton, Hitchin, Holwell, Ickleford, Langley, Lilley, Offley, Pirton, Preston, 
 St. Ippolyts, Wymondley. 

• On the basis of distance, with those living nearest the school prioritised.  

Rule 6: Children living outside the priority area on the basis of distance, with those living nearest to the school given 
priority.  
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Tie break  

When there is a need for a tie break where two different addresses are 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 logically this will be on the ground 
floor and therefore closer.   If there are two identical addresses of separate applicants, the tie break will be random. 
Every child entered onto the HCC admissions database has an individual random number assigned, between 1 and 1 
million, against each preference school.  When there is a need for a final tie break the random number is used to 
allocate the place, with the lowest number given priority. 

Home to School distance measurement for the purpose of admissions 

A ‘straight line’ distance measurement is used in all home to school distance measurements for the school by the 
County Council.  Distances are measured using a computerised mapping system to two decimal places. The 
measurement is taken from the Address Base Premium point of your child’s house to the address point of the 
school.  Address Base data is a nationally recognised method of identifying the location of schools and individual 
residences.   

Continuing Interest List  

Hertfordshire County Council administers the CI list on behalf of the school.  All unsuccessful applicants will 
automatically be placed on the school’s CI list.  A child’s position on a CI list will be determined by the admission 
criteria outlined above and a child’s place on the list can change as other children join or leave it.  The County 
Council will contact parents/carers if a vacancy becomes available and it can be offered to a child.   Continuing 
interest lists will be maintained for every year group until the end of the summer term.  To retain a CI application 
after this time, parents must make an In-Year application. 

Appeals  

All unsuccessful applicants have the right to appeal to an independent panel for a place to be made available for 
their child.  Hertfordshire parents wishing to appeal, who applied online, should log onto their online school 
application and click on the link ‘register an appeal’.  If the application was not made using Hertfordshire’s online 
application system, parents should contact the Customer Service Centre (0300 123 4043) to request an appeal pack. 

In-Year Admissions  

The school is part of the Hertfordshire County Council’s co-ordinated In-Year admissions scheme.  Application forms 
can be accessed via www.hertfordshire.gov.uk/admissions or from the Customer Service Centre, 0300 123 4043.  
Parents should return the applications form direct to the County Council (address on the form). 

Admissions out of year group 

The School is responsible for whether a student is educated out of their chronological year group. 

Fair Access  

The school participates in the County Council’s Fair Access protocol and will admit children under this protocol 
before on the continuing interest list. 

Sixth Form admission arrangements  

The school will admit up to 80 external students to its Sixth Form.  

Minimum entry requirements are 5 GCSE passes at Grade 9-4, including English and Maths at Grade 4 or above.  
Some subjects will require grade 5 at GCSE.  Full details can be found in the Consortium prospectus. 
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If the school is oversubscribed, priority will be given to:  

1. Children looked after or previously looked after 
2. Medical or social  
3. Sibling  
4. Children of staff 
5. Students who live nearest the school. 
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PULLER MEMORIAL C of E (VA) PRIMARY SCHOOL 
 

ADMISSIONS POLICY 
 
 
FOR THE ACADEMIC YEAR 2019-2020 
 
The aim of Puller Memorial C of E (VA) Primary School is to provide a safe and stimulating 
environment for learning in which all members of our school community are able to develop a 
sense of self-worth, responsibility and fun, fulfilling their potential within a caring Christian 
community. 
 
The school’s in year admission arrangements will work within the remit of Hertfordshire’s 
agreed scheme of in year coordination and the Hertfordshire County Council’s Fair Access 
Protocol.https://beta.hertfordshire.gov.uk/media-library/documents/schools-and-
education/admissions/fair-access-protocol/fair-access-protocol-for-primary-schools.pdf 
Children admitted under the Fair Access Protocol will be prioritised above those on the 
Continuing Interest list, and also over the PAN if necessary. 
    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 pupil’s home authority. Puller Memorial Church of England Primary 
School admits 15 pupils to reception each September.  This admission number has been 
agreed between the Governing Body and the Local Authority, Hertfordshire County Council, 
and applies to the year 2019/2020. 
 
Age of Admission and Deferral of Places 
 
In line with the Hertfordshire County Council policy, children born on and between 1 
September 2014 and 31 August 2015* would normally commence primary school in 
Reception in the academic year beginning in September 2018.  Puller Memorial School 
provides 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 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 the 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. 
 
* Summer born children (1st April – 31st August) – Entry to Reception 
 
Legally, a child does not have to start school until the start of the term following their fifth 
birthday.  Following guidance issued by the Department for Education on 8 September 2015 
the school in line with the county council has amended its policy for summer born children.  
Children born between 1 April 2015 and 31 August 2015 are categorised as “summer born” 
and if parents/carers do not believe that their summer born child is ready to join Reception in 
2019 they may delay their application until 2020. 
 
These applications will be processed in exactly the same way as all other reception 
applications received at that time; there is no guarantee that a place will be offered at the 
school.  
  
If parents wish to delay their application for a Reception place they are advised to discuss 
their child’s needs/development with their current early years or nursery provider.  If parents 
wish their child to remain in their existing nursery school or class for a further year (rather 
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than moving into the Reception year group) they must let their current school know before the 
end of the Spring term in 2019 (before the Easter break). 
 
Children Out of Year Group (except applications for reception from summer born) 
 
In line with Hertfordshire County Council’s policy, it is the policy of the school 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”. 
 
Through a panel process, the school will decide whether the application will be accepted on 
the basis of the information submitted.  The panel will make decisions based upon the 
circumstances of each case including the view of parents, the relevant headteacher(s), 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 the school, including the placement of pupils in classes, is a matter for the 
Headteacher and the Governors of the school.   
 
As a voluntary aided school, the governing body is responsible for admissions to the school 
and are ultimately responsible for making decisions about applications to the school.  
 
The school does not have any specific units or facilities for pupils with particular special 
needs.   There are no specific facilities for pupils with physical disabilities other than a 
disabled toilet.  The school is however on a level site and all the classrooms are on the 
ground floor.  As far as possible the school will ensure that pupils with disabilities have access 
to the same opportunities as other pupils. 
 
The Governing Body is required to abide by the maximum limits for infant classes (5, 6 and 7 
year olds (ie 30 pupils per class). 
 
Section 324 of the Education Act 1996 requires the governing bodies of all maintained 
schools to admit a child with a statement of special educational needs that names their 
school.  Schools must also admit children with an EHC (Education, Health and Care) Plan 
that names the school.  
 
A part time Nursery place of 5 sessions a week for 3 terms commencing the term of the 
child’s 4th birthday is available in the Early Years Foundation Stage.  During the last half-term 
before becoming a full time pupil (at the beginning of the term in which they are 5) the 
children may attend for an additional afternoon by arrangement with the head teacher.  
Applications for a Nursery place at the school should be made directly to the school. More 
information on funding for nursery places can be found at: https://www.gov.uk/help-with-
childcare-costs/free-childcare-and-education-for-2-to-4-year-olds  
 
Children attending our nursery class normally transfer to the reception class but this cannot 
be guaranteed.  Parents should be advised that admission to the reception class will be 
decided on eligibility under the priorities set out in the school’s admission policy and that a 
new admission form must be completed.  It is recommended that in the event of over-
subscription to a nursery class, the same criteria for admission should be applied as for the 
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school.  There is no right of appeal against admission to nursery schools and nursery classes 
since it is non-statutory education.   
 
The closing date for admission application forms to be received by the Home Local Authority 
will be 15th January 2019, with an allocation date on 16th April 2019.     Information on 
completing the on-line application and notification dates of admission decisions are published 
on the website www.hertfordshire.gov.uk/admissions/  
 
Parents/Carers are requested to complete our Supplementary Information Form and return it 
to the school office by the above date.  If a SIF is not completed the Governing Body will 
apply their admission arrangements using the information submitted on the HCC Application 
Form only, which may result in your application being given a lower priority. 
 
When there are more applications than there are places available, the Governors will admit 
pupils according to the following criteria in order of priority. 
 

(i) Children looked after and 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**. 
 
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 this rule. 
 
Highest priority will also be given to children who are looked after, but ceased to 
be so because they were adopted, or became subject to a child arrangement 
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. 
 
All children adopted from care who are of compulsory school age are eligible for 
admission under this rule***. 
 

 *  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. 
 
**  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. 
 
*** 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.  
 

(ii) Children who have siblings in the school at the time of admission.   
Definition of sibling – For applications to the school using this critera, 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 the application.    
A sibling must be on the roll of the named school at the time the younger child 
starts. 
If a place is obtained for an older child using fraudulent information, there will be 
no sibling connection available to subsequent children from that family.  
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* Children previously looked after are those children adopted or with a special     guardianship 
order or child arrangements order.  This definition was amended following a determination by 
the OSA in August 2014. 
 
** 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 a very short term or bridging foster placement.  
 

(iii) Children eligible for pupil premium or service premium funding.  
 

(iv) children who live at a home address within the Ecclesiastical Parish of St John’s, 
High Cross (as marked on the plan available at the school and on the notice 
board outside of the school).   The website www.achurchnearyou.com is also 
helpful. 

 
(v) children whose home address is outside the area as defined in Category 4 

above, one or more of whose parents/guardians have, at the time of application, 
shown commitment to the Church of England or another Christian Church (A 
Christian Church is defined as one which is a member of Churches Together in 
England or the Evangelical Alliance) by attending a service at least once in each 
calendar month for the year prior to an application being made.  Applicants in this 
category will need to ask their priest or minister to complete the relevant section 
of the SIF.   

 
(vi) Any other children. 

 
In the case of older children who apply to join the school, admission will be on the basis of 
places being available in the relevant age group.  If more applications for places are received 
than places available then the above criteria will apply. 
 
In-Year Admissions 
The school is part of the In-year Co-ordination scheme.  Parents must fill in the HCC In year 
forms to apply for a place, so that all applications are included on the held data base at HCC.  
Applications should be completed on the HCC website at 
www.hertfordshire.gov.uk/admissions  Parents should also fill in the SIF (Supplementary 
Information Form) which is available from the school or on the HCC website.  
 
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 the straight line distance measurement.  A straight line distance measurement is 
used in all home to school distance measurements 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 the 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.   
 
As the school is part of the HCC scheme for In-year coordination, a new In-year application 
must be made at the end of the academic year to ensure a child is on the Continuing Interest 
list.   
 
Procedures 
- Application forms can be obtained from the school office at any time. 
- SIF forms can be obtained from the school office at any time or online from the    
         HCC website.  
- Parents who are considering applying for a place for their children are invited to contact 

the Headteacher, by telephone, to make an appointment to see the school. 
- Children are invited to make introductory visits to the school during the term before 

entrance. 
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- The Governors anticipate that parents given a place for their child under the Church 
Membership category will still satisfy the requirements of that category at the time of 
admission. 

- Parents are reminded that there are occasionally slight changes to admissions policies 
and should make sure they have the most recent edition.   

 
After places have been offered, the school’s continuing interest (waiting) list will be 
maintained by Hertfordshire County Council. A child’s position on the CI list will be 
determined by the admission criteria outlined above and a child’s place on the list can 
change as other children join or leave it. The county council, on behalf of the school’s 
governing body, will contact parents/carers if a vacancy becomes available and it can be 
offered to a child. Continuing interest lists will be maintained for every year group until the 
summer term (date to be confirmed). To retain a CI application after this time, parents must 
make an In Year application. 
 
Appeals 
Parents who have not been allocated a place for their child have the right of appeal to an 
independent panel.  Parents will be informed of their right to appeal in the allocation letter 
from the home LA. 
 
In Year Admission Appeals 
The county council will write to you with the outcome of your application and, if you have been 
unsuccessful, will include registration details to enable you to login and appeal online at 
www.hertfordshire.gov.uk/schoolappeals 
   
Parents wishing to appeal who applied through Hertfordshire’s online system should log in to 
their online application and click on the link “register an appeal”. Out of county residents and 
paper applicants should call the Customer Service Centre on 0300 123 4043 to request their 
registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link 
“log into the appeals system”. 
 
Continuing Interest 
In the event of more applications than available places the governors will maintain a 
continuing interest list (waiting list).  These and late applications will go onto this list in a 
position determined by the criteria.  If a place becomes available in the school it will be 
offered to the child that best meets the published admission rules.  Parents are requested to 
inform the governors if they wish their child’s name to be removed.  The governors will 
maintain the list until 31st December 2019.  The in year admissions process is managed by 
the Local Authority on behalf of the governors. 
 
Signed: 
 
Dated:       Headteacher 
 
Signed: 
 
Dated:       Chair of Governors 
 
To apply for a place at this school you are requested to complete and return both the 
Common Application Form from the LA and the school’s Supplementary Information Form.  
Without both forms the governors will be unable to apply their criteria and your application, 
although valid will receive a lower ranking.  
 

S:\HERTFORD\CSF\CSFCENT\DATA\CSFSHARE\CSFOPS\CentralAdmissions\Central\Consultatio
ns\Arrangements 2019-20\Determined Arrangements\East\Puller Memorial 3366 COMPLETE\Puller 

Admissions 2019-20 updated and sent to SH.doc 



 
QUEENS’ SCHOOL 

 
Admissions Policy for entry in September 2019 

 
 
1. General Principles 
 
Queens’ School is a mixed comprehensive school in Bushey for children aged 11-18. The school has a strong 
academic tradition in all areas of the curriculum with an additional focus on science and sport 
 
Students will be admitted at the age of 11+ using the criteria below. The school will endeavour to allocate 
places to students whose parents wish them to attend Queens’ School, provided they can be accommodated 
within the school’s admission limits on pupil numbers. There can be no guarantee that such a place will be 
available.  Applications received after 31st October will be considered after all those which met the deadline. 
 
The published admission number (PAN) for Year 7 for September 2019 will be 265.  
 
If the school receives more applications than it has places available, places will be allocated under the 
oversubscription criteria rules. These will be applied in the order in which they are printed below.  A panel 
from the Governors’ Admissions Committee may be formed to determine whether evidence provided meets 
the relevant criteria.  
 
We have a separate admission policy for sixth form students.  
 
Children with statements of special educational needs or children with an EHC (Education, Health and Care) 
Plan that names the school must be admitted and will count towards the admission numbers.  
 
 
2. Oversubscription Criteria 
Where applications for admission exceed the number of places available, the following criteria will be 
applied, in the order set out below, to decide which children to admit:  
  
Rule 1   Children looked after and children who were looked after, but ceased to be so because they were 

adopted (or became subject to a child arrangements orders or a special guardianship order).  
 
Rule 2   Medical. Children for whom it can be demonstrated that they have a compelling medical  
 reason for attending the school.  

 
Rule 3   Sibling. Children with a sibling already at the school at the time of application where there is  

a reasonable expectation that the sibling will continue to be attending the school at the start of the 
new academic year.  

 
Rule 4   Children of staff.  
 
Rule 5   Children whose permanent residence is located within postcodes WD3-7, WD17-19,  
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WD23-25, AL2 (south of M25), HA6, HA5 3**, HA5 4**, HA3 6**, HA7 3**, HA7 4**  
 
If Rule 5 is oversubscribed, the following criteria will be used:  
 
Rule 6   Assessment test (This rule applies to those living in the above postcodes) 

(a) Up to 5% of places (13) for children with a particular aptitude in sport  
(b) Up to 5% of places (13) for children with a particular aptitude in music   
(c) Up to 35% of places (92) will be available by ability, in strict order of merit, based on the results of 
the assessment test 
 

Rule 7   Distance: Children who live nearest to the school.  
Any remaining places, not less than 10% (27), for those qualifying under 5 above will be allocated by 
the shortest distance to the school. 

 
Rule 8   Distance: Children whose permanent residence is outside the postcode areas above,  
 preference being given to those living closest to the school. 
 

3. Explanatory notes and definitions for the admission arrangements for Queens’ School.  

Rule 1: Children looked after  

(and children who were previously looked after, but ceased to be so because they were adopted or became 
subject to a child arrangements order¹ or a special guardianship order²). 

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 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 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) 

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. 
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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. 

 

Rule 2: Medical need 

Rule 2 applications will only be considered at the time of the initial application, unless there has been a 
significant and exceptional change of circumstances within the family since the initial application was 
submitted. 

All schools in Hertfordshire have experience in dealing with children with diverse social and medical needs. 
However, in a few very exceptional cases, there are reasons why a child has to go to one specific school. 

Few applications under Rule 2 are agreed. 

All applications are considered individually but a successful application should include the following: 

a. Specific recent professional evidence that justifies why only Queens’ can meet a child’s individual 
needs, and/or 

b. Professional evidence that outlines exceptional family circumstances making clear why only 
Queens’ can meet the child’s needs. 

c. If Queens’ is not the nearest school to the child’s home address clear reasons why the nearest 
school is not appropriate. 

d. For medical cases – a clear explanation of why the child’s severity of illness or disability makes 
attendance only at Queens’ essential. 

Evidence should make it clear why Queens’ School is appropriate. 

Applications under Rule 2 can only be considered when supported by a recent letter from a professional 
involved with the child or family, for example a doctor, psychologist or police officer. The supporting 
evidence needs to demonstrate why only Queens’ can meet the social/medical needs of the child. 

Applications for children previously “looked after” but not meeting the specific criteria outlined in Rule 1, 
may be made under this rule. 

Evidence must be submitted to the Admissions Officer at the school no later than 31st October on that 
application year.  A panel from the Governors’ Admissions Committee will determine whether the evidence 
provided is sufficiently compelling to meet the requirements for this rule. 

 

Rule 3: Sibling 

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 after¹ and in every case living 
permanently² in a placement within the home as part of the family household from Monday to Friday at the 
time of this application.  A sibling must be on the roll of the named school at the time the younger child 
starts or have been offered and accepted a place. If a place is obtained for an older child using fraudulent 
information, there will be no sibling connection available to subsequent children from that family. 

¹ Children previously looked after are those children adopted or with a special guardianship order or child arrangements order. This 
definition was amended following a determination by the OSA in August 2014. 
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² 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. 

Rule 4: Children of staff 

Children of staff: the school will admit a child of a member of staff provided that: 

a) The member of staff (defined below) has been employed at the school for two or more 
years at the time at which the application for admission to the school is made, and/or 

b) The member of staff is recruited to fill a vacant post for which there is a demonstrable 
skill shortage. 
 

For the purposes of satisfying these criteria, a member of staff is defined as a member of the full-time 
teaching staff, or of the part-time teaching staff with a 50% and above timetable, or a member of the full-
time support staff (on a 38 week and above contract), or of the part-time support staff who work 50% and 
above as determined by their role (on a 38 week and above contract) whose role and activities can be 
demonstrated to provide a significant impact on student achievement at the school. A panel from the 
Governors’ Admission Committee will determine whether the member of staff meets the requirements for 
this rule.  

This definition does not include contract staff. Where a service such as catering has been ‘in house’ and is 
subsequently ‘contracted out’, children of staff will not be eligible for admission under this criterion. This 
definition does not include peripatetic staff employed by HCC. 

 

Rule 5: Postcodes  

Children whose permanent residence is located within postcodes WD3-7, WD17-19, WD23-25, AL2 (south of 
M25), HA6, HA5 3**, HA5 4**, HA3 6**, HA7 3**, HA7 4**  

 

Rule 6: Assessment Test 

The purpose of the South West Herts Consortium Admission Tests is to produce a mark with which parents 
are able to assess the chances of a particular school offering their child a place under the relevant test 
criterion. The composition of this mark is of no relevance to this purpose and so no breakdown of the final 
published mark will be given. The score issued by the Consortium should be compared with the historical 
information about admissions over the last three years which is available on each Consortium school’s 
website. This comparison enables each parent to make a considered decision. 

Information about the test and the arrangements, will be sent to applicants prior to the date.  Sample 
questions for the Academic Tests, will be available on registration with the Consortium. There are no sample 
questions available for the Music Test. The tests do not have multiple choice answers.  

This test only applies to those children whose permanent residence is located within postcodes WD3-7, 
WD17-19, WD23-25, AL2 (south of M25), HA6, HA5 3**, HA5 4**, HA3 6**, HA7 3**, HA7 4**  

Children who have a sibling who will be attending Queens’ School at the time of admission need not apply 
for this test. 

Parents must register to take the entrance tests with the SW Herts Consortium. This should be done via the 
SW Herts Consortium website when the student is in Year 5.   The website will be open for registration from 
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mid-May and the entrance tests will be held in September when the student is in Year 6. Details of the 
arrangements for the tests will be notified to parents who have registered nearer the time.  

Test papers are not available from the school. Similar styles of paper can be purchased from bookshops and 
are the “Standard” versions and not “Multiple Choice”.  Specimen Mathematics and Verbal Reasoning 
papers can be downloaded from the SW Herts Consortium 
website:    http://www.swhertsschools.org.uk/familiarisation-papers/ 

The same mark scheme is used by all the schools in the Consortium and is strictly adhered to. The papers are 
marked by our teachers. For any one child, one teacher will mark the Mathematics paper and the Verbal 
Reasoning paper. A sample of each person’s marking is then taken and re-marked to ensure accuracy.  

The scores are then converted to an “age-standardised score” based on the child’s age in completed months. 
This takes into account that some children are very young in the year group.  There is no pass mark for the 
academic test, places being offered strictly in descending order of each applicant’s standardised test score. 
Click here for previous years’ test scores.  

 

Special Consideration 

Parents who consider that their child may be disadvantaged under the terms of the Disability Discrimination 
Act or has special educational or medical needs which may require the allocated test centre to make 
particular provision for the tests must provide written evidence of this from the child’s current school 
Headteacher.  This evidence must be sent by the deadline date as advised by the SW Herts Consortium.  
Parents will be informed in advance of the test date of any appropriate special arrangements that will be 
made for their child. Every effort will be made to ensure that the tests are accessible and fair to all children.  

 

Illness or Inability to attend the Test 

The test is arranged for a Saturday in order to accommodate the families with varying working patterns. If, 
for any reason, a student is unable to attend the Academic Test, they should notify the Admissions Officer at 
the allocated test centre as soon as possible.   

 

Equality 

If you consider that your child might be disadvantaged under the terms of the Disability Discrimination Act, 
or has special educational needs which require the test centre to make particular provision for the tests, you 
must provide written evidence of this from your child’s current school Headteacher. This evidence must be 
sent immediately after registering for the test. Please send a copy of the test registration confirmation email 
along with the written evidence to:  

Test Co-ordinator 
South West Herts Schools Tests 
PO Box 2439 
Watford 
WD18 1UZ  

It is very important that you do this so the paperwork is received by Friday 1st July of each academic year at 
the latest.  
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If you have applied via a paper application please send the information along with your name, child’s name, 
date of birth, address, telephone number, current school to the PO Box address. If you are unsure of your 
child’s eligibility for special provision, please contact any Admission Secretary 

 

Music Test  

All applicants for Music will sit a written aptitude test. The test does not require any previous knowledge of 
music theory. There are no practice papers for the Music Test.  

 

Sports Test 

The PE Aptitude Test is for applicants to Queens’ School only.  The Sporting aptitude tests will cover the core 
movement skills.  Each of the tests have been carefully selected from the Council of European Physical 
Fitness (Eurofit). 

 

Rule 7 and 8 Distance 

All remaining places will be allocated to children living nearest to the school using the straight line distance 
measurement provided by Hertfordshire County Council’s GIS system. 

 

Distance measuring and home addresses 

Applications must be made from the child’s permanent home address at the time of application. 
Measurements are made by Hertfordshire County Council who use a specialist software package to calculate 
them. 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. 

If there are two identical distance measurements of separate applicants, the tie break will be random.  In 
cases where the application of the admissions criteria would result in twins or siblings of a multiple birth 
being allocated to different schools, one of which is Queens’ School, the Governors will admit over the 
published admission number to avoid this occurrence. 

Please note that address checking is undertaken as part of the application and allocation process and the 
offer of a school place will be withdrawn if fraudulent or misleading information has been provided in the 
application. 

 

Multiple births 

Queens’ School will admit over the school’s published admission number when a single twin/multiple birth 
child is allocated the last place at a school.  
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Home address 

The address provided must be the child’s current permanent address at the time of application. ‘At the time 
of application’ means the closing date for applications. “Permanent” means that the child has lived at that 
address for at least a year and/or the family own the property or have a tenancy agreement for a minimum 
of 12months.  

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. 

If two different applications are received for the same child from the same address, e.g. containing different 
preferences, the application from the parent in receipt of child benefit will be processed if the applications 
cannot be reconciled. 

 

Fraudulent applications 

Hertfordshire County Council will do as much as possible to prevent applications being made from 
fraudulent addresses. 

Address evidence is frequently requested, monitored and checked and school places will be withdrawn 
when false information is deliberately provided. Hertfordshire County Council will take action in the 
following circumstances: 

• When a child’s application address does not match the address of that child at their current school; 
• When a child lives at a different address to the applicant; 
• When the applicant does not have parental responsibility; 
• When a child starts at the allocated school and their address is different from the address used at 

the time of application. 
• When a family move shortly after the closing date of applications when one or more of the following 

applies: 
o The family has moved to a property from which their application was less likely to be 

successful; 
o The family has returned to an existing property; 
o The family lived in rented accommodation for a short period of time (anything less than a 

year) over the application period; 
o Council tax information shows a different residence at the time of application. 

 

Applications from overseas children*  

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 Queens’. 

7 
 



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. 

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 

Applications will also be considered, and places offered in advance for these families, if the application is 
accompanied by an official letter that declares a relocation date but does not provide a quartering or unit 
address because the family will be residing in private accommodation. In these cases, if the family does not 
already have a permanent private address in Hertfordshire, the military base or alternative “work” address 
in Hertfordshire will be used for allocation purposes. If the family already has an established alternative 
private address, that address will be used for admission purposes. 

Queens’ will also consider accepting applications from children* 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 a panel of senior officers 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. 

*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. 

 

Children seeking admission out their chronological year group  

Students will be admitted to Queens’ School in Year 7 at the age of 11 irrespective of physical or academic 
ability. It is Queens’ policy for children to be educated within their correct chronological year group, with the 
curriculum differentiated as necessary to meet the needs of individual children. 

If parents/carers believe their child(ren) should be educated in a different year group they must, at the time 
of application, submit supporting evidence from relevant professionals working with the child and family 
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stating why the child must be placed outside their normal age appropriate cohort. Such evidence must be 
submitted to the Admissions Officer at the school no later than 31st October on that application year. 

The Governors Admissions Committee will decide whether the application will be accepted on the basis of 
the evidence submitted.  The Committee will make decisions based upon the circumstances of each case 
including the view of parents/carers, 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. The internal management and 
organisation of the school, including the placement of pupils in classes, is a matter for the Governors, 
Headteacher and senior leadership. 

 

4.  How to apply 

The Admissions process for Hertfordshire is co-ordinated by Hertfordshire Local Education Authority (LEA). 
Parents are required to complete the LEA “SECONDARY TRANSFER FORM” (STF) nominating a maximum of 4 
schools in ranked order www.hertfordshire.gov.uk/admissions.  

Applications received after 31st October will be considered after all those which met the deadline. 
 
 
5. Continued interest lists, in-year admissions and appeals  
 
Continued interest lists 
All unsuccessful applicants (who do not gain a place at a higher ranked school) will automatically be added to 
the schools continued interest list.  Any places which become available will be allocated in accordance with 
the admission rules set out in this document. Continued interest lists will be held for every academic year 
group, until the end of the academic year.  
 
Queens’ must admit any student who is admitted through the appeal process, or who is the subject of a 
‘direction’ by the Local Authority, or allocated to us according to the local Fair Access Protocol.  Any such 
pupils take precedence over the continued interest list.  
 
 
In-year admissions 
Applications received for an admission(s) mid-year for any year group and for Year 7 after the end of the 
Autumn term, will be dealt with in accordance with this policy and will be administered by the HCC and the 
school.  The online application form is available at www.hertsdirect.org/admissions  
 
 
Appeals 
All unsuccessful applicants have the right to appeal to an independent panel for a place to be made available 
for their child.  Hertfordshire parents wishing to appeal, who applied online, should log onto their online 
school application and click on the link ‘register an appeal’.  
 
Out of county residents and paper applicants should call the Customer Service Centre on 0300 123 4043 to 
request their registration details and log into www.hertfordshire.gov.uk/schoolappeals and click on the link 
“log into the appeals system”. 
 
For in-year applications, parents should contact the school directly in the first instance. 
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6. Sixth Form admissions  
 
Admission to the Sixth Form will be for any student who meets the minimum academic standards: 

• A minimum APS of 5 from their best 8 GCSE’s and at least a Grade 5 in English and Maths 

The PAN for external students is 50. 
 
Applications should be made by completing the Queens’ School Sixth Form Application Form and submitting 
it to the Head of Sixth Form at the school address or emailing it to sixthform@queens.herts.sch.uk 
 
 
In the event of oversubscription to the Sixth Form places will be offered by applying the following criteria in 
the order given: 
 
Rule 1 Children looked after and 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).  
 
Rule 2 Medical. Children for whom it can be demonstrated that they have a compelling medical reason for 
attending the school.  
 
Rule 3 Children of staff. 
 
Rule 4 Sibling. Children with a sibling already at the school at the time of application where there is a 
reasonable expectation that the sibling will continue to be attending the school at the start of the new 
academic year.  
 
Rule 5 Children who live nearest to the school. 
 
 
Course Requirements 
These criteria for admission into the Sixth Form at Queens’ should not be taken to imply guaranteeing 
acceptance onto particular courses for which there would be specific entry requirements.  A copy of the 
prospectus is available from the school or on the school website. Maximum numbers for specific courses 
would be determined by the availability of staffing and accommodation. Where there is oversubscription to 
individual courses, priority would be determined by UMS scores in relevant GCSEs. 
 
Applicants need to have made themselves available for a meeting with the Head of Sixth or another senior 
member of staff, before the end of the summer term to ensure that applicants fully understand the nature 
of the courses they are applying for and that these courses are suitable for any employment or Higher 
Education ambitions that they have. This is not an interview.  
 
Continued interest list 
All unsuccessful applicants will be added to the school’s continued interest list.  Any places which become 
available will be allocated in accordance with the admission rules set out in this document in relation to Sixth 
Form entry and the over-subscription criteria.  Continuing Interest lists are held for every academic year 
group, until the end of the academic year.  
 
 
Tie break  
In the event of two identical applications, the tie break will be random.  
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Appeals 
All unsuccessful applicants have the right to appeal for a place to be made available for their child.  Please 
contact Queens’ School. 

For further guidance regarding the definitions of the above, see section 3 of this document. 

 
 
Governor Approved:  September 2017 
 
Review Date:   September 2019 
 
Queens’ School (Bushey) Ltd (registered number: 07650609)  
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This school/academy is yet to provide Hertfordshire 
County Council with a copy of their determined 

admission arrangements for 2019/20. 

Please contact the school direct for more information. 
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