Admission to Primary school policy
If there are fewer applicants than there are places available, everyone who applies will be offered a place. When there are more applicants than there are places available, there has to be a way of deciding which children are offered places. We do this by having admission criteria which are considered in order. These criteria can also be called oversubscription criteria. In Kirklees the admission criteria are:

1. Children in public care (looked after children).

2. Children who live in the school’s Priority Admission Area (PAA) who have an older brother

or sister attending from the same address at the date of admission (the younger sibling rule).

3. Children who live in the school’s PAA.

4. Children who live outside the school’s PAA who have an older brother or sister attending from the same address at the date of admission (the younger sibling rule).

5. Children who live outside the school’s PAA.  Community and voluntary controlled schools will

admit children with Statements of Special Educational Needs where the school is named on

the Statement.
Notes

a) Children in priority 1 above may be admitted above the PAN.

b) If we cannot agree to requests for admission in priorities 2 to 5 above without exceeding the

PAN, we will give priority up to the PAN to children living nearest the school.

c) Distance is measured in a straight line from a child’s home address to the school. Measurements are calculated using seven figure grid references for each address taken from Ordnance Survey ADDRESS-POINT® data.  This grid reference relates to a point that falls

within the permanent building structure corresponding to the address. The boundary of the building structure for the address is derived from Ordnance Survey Land-Line data. For smaller, residential properties the grid reference denotes a point near the centre of the building. For  larger properties, like schools with, for example, multiple buildings and large grounds, the grid reference relates to a point inside the main addressable building structure. The distance calculated is accurate to within 0.1 metres..kirklees.gov.uk/admissions The rules for getting a place
d) ‘Live’ means the child’s permanent home at the date when applications close or, if a  significant house move is involved, the latest reasonable date before the final allocation of places. We anticipate the allocation process for children transferring to junior or middle school will take place on 22 February 2010 and the allocation process for the Reception year group will take place on 8 March 2010.

e) For children transferring from first schools, we will give preference in priorities 2-5 above (up

to the PAN) to children attending a first school in the middle school PAA.

f) A Priority Admission Area (PAA) means a geographical area determined by Kirklees in

consultation with the governing body of the school. It is called this because children living

there normally have priority for admission over children who live elsewhere. It is also referred

to as the catchment area.

g) Children with Statements of Special Educational Needs are admitted to mainstream schools,

special units and special schools separately from the general admission policies in this booklet.

The above criteria apply to Kirklees community and voluntary controlled schools. Voluntary aided Church of England and Catholic primary schools have their own admission criteria outlined from page 27.
Extra information for parents and carers.  See also ‘Primary School Guide for Parents 2010-2011’

Can parents and carers choose which school their child will go to?

The law on admissions gives parents the right to express a preference for a school. It does not use the word ‘choice’.  The ‘choice’ you have is which schools to put down on the common application form and what order to rank them in (first, second or third preference). Naming a school does not guarantee that your child will be allocated a place there, although we

will try to meet as many preferences as possible. It is worth remembering that for 2009/10 nearly 99% of pupils transferring to junior or middle school were allocated places at one of their preferred schools and over 96% were allocated their first preference. For pupils applying for places in the Reception age group for 2009/10 nearly 98% were allocated places at one of their preferred schools and over 93% were allocated their first preference.
Will the order I have listed my schools in be important?

Yes, it is very important. If your child qualifies for a place at more than one of the schools you have named we will use your preference order to decide which school to offer. This will always be the highest preference school where your child qualifies.
Will my child be of higher priority for a place at a school if I name it as my first preference?

No. Places at schools are allocated according to the admission criteria for the school. However, as you will be offered a place at the highest preference school where your child qualifies, it is very important that you name the school you would most like your child to attend as your first preference.
Will my child be of lower priority for a place at a school if I name it as my second or third preference?

No. Places at schools are allocated according to the admission criteria for the school. However, it is very important that you name schools in the order in which you prefer them as you will be offered a place at the highest preference school where your child qualifies.
Do I have to name three schools?

No, but we would advise you to name second and third preference schools in case a place is not available at your first preference. Please note that if you name the same school more than once we will only treat it as one preference. We assess all your preferences equally to determine if your child qualifies for a place. If your child qualifies at more than one school we will offer you a place at whichever of those schools is the higher preference.
How do I know which is my ‘catchment’ school?

If you are unsure which catchment area you live in, please contact the School Admissions Team who will be able to provide this information. You may also look up your catchment area online at: www.kirklees.gov.uk/schoolcatchments If you do not live in Kirklees you will not be in the catchment area of any Kirklees school. Your home local authority will be able to tell you which school is your catchment school.
Do I have to include my catchment school in my preferences?

No, but we advise you to do so. If you do not name your catchment school it may not be available as an alternative later if we are unable to offer you a place at any of your preferred schools. Your catchment school may have filled with children who named it as a preference and we would then have to offer you a place at the nearest available school which could be some distance from your home.
Are there disadvantages in applying for a school outside my catchment area?

Sometimes there are. Your child will be of lower priority for a place, as will any younger brothers or sisters who wish to follow on.
What if I want to apply for a voluntary aided school?

Voluntary aided Church of England primary schools all have the letters CE(VA) in the school name. Voluntary aided Catholic primary schools all have the word ‘Catholic’ in the school name. The governing bodies of these schools are the admission authorities for the schools, not the local authority. To apply for a voluntary aided school you must name the school as one of your three preferences. We will forward details of your application to the governing body.

Please note that if you make a voluntary aided school one of your preferences on the TCAF or

PCAF, you should also complete the school’s supplementary Information Form (SIF). You can find SIFs at the back of this Guide and you must return the SIF to the school itself. If you do not complete a SIF the governors of the school may consider your application to be of lower priority, as they may not have all the information they need to assess your application against the school’s admission criteria.
What do I do if I want to apply for a school outside Kirklees?

If you wish to apply for a school in a different local authority you must complete that authority’s

application form. For example, if you wish to apply for a Calderdale school you must complete the Calderdale common application form.
What do I do if I live outside Kirklees but would like my child to attend a Kirklees school?

You must complete a Kirklees common application form:

• TCAF for transfer to junior or middle school.

• PCAF for admission to the Reception age group.

or apply online at www.kirklees.gov.uk/admissions
What do I do if I want my child to attend an independent (fee paying) school?

You will need to make your own arrangements. Kirklees does not provide help with fees,  transport or other costs. Do not include independent schools among your preferences.

When will I find out which school my child has been allocated?

For children transferring to junior or middle school the offer day is 12 March 2010. For children starting full-time school for the first time the offer day is 19 April 2010. On these dates allocation letters will be sent out to parents by the School Admissions Team. Please note that these are not the dates that parents will receive their letters. On these dates e-mail offers will also be sent to parents who applied online.
Does the school my child currently attends affect which school will be allocated?

No. We base the allocation of places at Kirklees community and voluntary controlled schools on the child’s permanent home address and whether they will have any older siblings attending the school at their admission date. The only exception to this is in the Shelley and Whitcliffe Mount areas where slightly higher priority is given under each admission criteria (up to the PAN) to children attending a first school in the middle school’s PAA.
Will my child transfer automatically from the Nursery or Early Years Unit in a primary school to its Reception class?

No. There is no automatic right of transfer. Application procedures for part-time pre-school

education are completely separate from those for full-time school.
When will my child start full-time school?

Children born between 1 September 2005 and 31 August 2006 will start full-time school in

September 2010.
a place

What is considered to be a child’s permanent home address?

A child is normally regarded as living with a parent or carer and we will use the parent or carer’s address for admissions purposes. You cannot lodge a child with a friend or relation to gain a place at a school. Under the Kirklees admission policy only one address can be used as a child’s permanent address. Where a child’s parents live at different addresses and the child spends time at each address we will consider the following whenmaking a decision about the

address which we will use for admissions purposes:

• How much time is spent at each address.

• Which parent has parental responsibility for the child.

• Who receives child benefit for the child.

• Where the child is registered for medical and dental care.

• Any residency or custody orders made by the Courts.

We will ask for documentary evidence to support information given about the above points.
Fraudulent applications

Where the authority has made an offer of a place at a school based on fraudulent or intentionally misleading information, which has effectively denied a place to a child with a higher right of admission, the authority will withdraw the offer of a place. If the authority withdraws an offer of a place you will be offered an alternative school place and notified of

your right to appeal to an independent appeal panel.
What happens if I move house before places are allocated?

If you are due to move house during the period when applications are being made, you must seek advice from the School Admissions Team, as a change of address may affect your offer of a school place. You will need to provide written proof of your child’s home address or the reasons for a change in a child’s permanent home address. Proof of change of address will be accepted until the latest reasonable date before the final allocation of school places. We

expect the allocation process for children transferring to junior ormiddle school will take place

on 22 February 2010 and the allocation process for the Reception year group will take place on 8 March 2010. We will withdraw places offered based on an address which is later found to be fraudulent.
What evidence do I need to provide?

• If your move involves the sale and purchase of properties then you will need to provide  suitable written evidence in the form of a letter from your Solicitors, detailing your exchange of contracts on both properties and the actual completion date. A letter of intention to purchase is not enough.

• If your move involves renting a property, you will need to provide suitable independent written

evidence (for example, from an estate agent or solicitor) of the tenancy agreement or lease

including the start and end date. You will also need to provide suitable written evidence (in the

form of a letter from your solicitor or estate agent) confirming the sale of your existing property or that your previous tenancy has ended.

• If your move involves you returning to live in a property that you already own, you will need to

provide suitable written evidence of the date that you will resume living in the property and

that you intend to remain living there for the foreseeable future. If you have rented this

property out, please provide evidence that you have given your tenants notice to leave.

• If your move involves you residing with a member of your family, we will need to see proof of your child benefit, showing the child is resident at the relevant address.

• If your child has moved to live with you at an address that you already occupied, again, we

will need to see proof of child benefit, showing the child is now resident with you. If you need a

copy of your child benefit annual statement please contact the Child Benefit Enquiry Line

on 0845 302 1444. Alternatively, you can ask for confirmation of child benefit by emailing your

full name, address, your child’s name, date of birth, child benefit reference number and

daytime contact number to child.benefit@hmrc.gsi.gov.uk. Or you can use the Child Benefit e-service on the internet: www.hmrc.gov.uk/childbenefit

Please note that unless the written evidence you provide proves, to the satisfaction of the School Admissions Team, that you have moved to the address that you indicate, we will not be able to consider your application from your new address. In certain circumstances, we may ask an Education Welfare Officer to visit you to verify that you are resident at the address you state on your application form.
What happens if I move house after places have been allocated?

If you change your address after the offer of a school place you may still keep the place which

has been allocated. If the school offered is no longer suitable you should contact the School

Admissions Team to get information about schools with vacancies in your new area.
What happens if I miss the deadline?

If your application is received after the closing date we will consider it is late unless, in Kirklees’

judgement, there are significant and exceptional reasons for it not being received on time. We will need proof of such special circumstances. Late applications are not considered until all ontime applicants have been allocated school places. This severely reduces your chances of obtaining a place at any of your preferred schools.
What if my child has special educational needs but does not have a Statement?

We will consider your application in the same way as all other applications and the admission criteria will apply in the normal way.
What should I do if my child has a Statement of Special Educational Needs?

You should complete the application form naming your preferred school or schools. If your child has a Statement of Special Educational Needs it is very important that you state this on your application. The Special Educational Needs Admin Team will decide whether the school is suitable to meet your child’s needs.
Timetable for admission to the Reception age group in September 2010

From the age of three onwards

Application forms are available at all Kirklees

primary schools.

Tuesday 1 September 2009

Online application will be available from this

date at www.kirklees.gov.uk/admissions

Tuesday 1 December 2009

We must receive your application by this date.

Remember that a late application can severely

reduce your chances of obtaining a place at

your preferred school..

Monday 19 April 2010

We will post your offer letter second-class on this

date. Please remember this is the date on which

your letter will be posted and not the date on

which you will receive it. If you have applied online

you will receive an e-mail offer on 19 April 2010.

Online applicants will also receive an offer letter.

Monday 10 May 2010

This is the last day for requesting an appeal

form for community and voluntary controlled

schools. Voluntary aided schools may have

different closing dates for appeals. You must

contact them directly.

June to July 2010

Appeal hearings take place.

Friday 17 December 2010

Waiting lists close.

Timetable for transfer to junior or

middle school in September 2010

Week beginning 28 September 2009

Kirklees infant and first schools distribute

transfer packs or the School Admissions Team

posts them directly to parents of children

attending other schools on request.

Online application will be available from this

date at www.kirklees.gov.uk/admissions

Friday 6 November 2009

We must receive your application by this date.

Remember that a late application can severely

reduce your chances of obtaining a place at

your preferred school.

Friday 12 March 2010

We will post your offer letter second-class on

this date. Please remember this is the date on

which your letter will be posted and not the

date on which you will receive it.

If you have applied online you will receive an email

offer on 12 March 2010. Online applicants

will also receive an offer letter.

Friday 2 April 2010

This is the last day for you to request an appeal

form for community and voluntary controlled

schools. Voluntary aided schools may have

different closing dates for appeals. You must

contact them directly.

June to July 2010

Appeal hearings take place.

Friday 17 December 2010

Waiting lists close.
What is a co-ordinated admissions scheme?

A co-ordinated scheme for admission to primary school means that parents only have to complete

one common application form to apply for a place at any three schools in Kirklees, including

voluntary aided schools.

Under the Kirklees co-ordinated admissions scheme, all parents will be sent a single offer of a

primary school place on the published offer date. This is 12 March 2010 for children transferring to

junior or middle school and 19 April 2010 for children starting Reception. If the place offered is at

a voluntary aided school, the offer is made by Kirklees for the admission authority for that school.

How does the process work?

• All the school preferences you name on the common application form will be assessed to decide at which schools, if any, your child would qualify for a place.

• Preferences for community and voluntary controlled schools are assessed by the Kirklees local authority, which is the admission authority for these schools.

• Preferences for voluntary aided Church of England or Catholic schools are assessed by the schools’ governing bodies, which are the admission authorities for these schools. Voluntary aided Church of England primary schools all have the letters CE(VA) in the school name. Voluntary aided Catholic primary schools all have the word ‘Catholic’ in the school name. 

We will send details of all applications (and any supporting information parents provide) to the school’s governing body. Voluntary aided  schools ask that parents also complete the school’s Supplementary Information Form(SIF). The SIF collects information not obtained on the common application form, but which the governing body requires to apply the school’s oversubscription criteria. We will not disclose parents’ order of preference to these schools. The governing body will decide the order of priority in which each application is ranked according to the school’s oversubscription criteria and provide us with a list, which ranks all the  applications for that school.

• If your child qualifies for a place at only one school, we will offer you a place at that school.

• If your child qualifies for a place at more than one school, we will offer you a place at the one

school where your child qualifies which you have ranked highest.

• If your child does not qualify for a place at any of your preferred schools and you live in Kirklees, we will offer you a place at your catchment school, if places are available, or the next nearest available school.

• We will post out your offer letter, second-class, on the published offer date. This is 12 March

2010 for children transferring to junior or middle school and 19 April 2010 for children starting Reception. Please note that this is not the date that you will receive your offer letter.

• If you apply online you can choose to receive an e-mail offer on the offer date and you will also

be able to view your offer online on this date. Online applicants will also receive an offer letter.

• After the offer date children are automatically placed on waiting lists for any higher preference

schools where they have been refused a place.

• If you have been unsuccessful you may also lodge an appeal to try to secure a place at your

preferred school.irklees.gov.uk/admissions How to apply
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How do I make my application?
You must apply using a Kirklees common application form. The common application form for

transfer to junior or middle school (TCAF) can be found at the back of this Guide. The primary

common application form for admission to Reception (PCAF) is available at all Kirklees

primary schools or from the School Admissions Team office at Oldgate House. You may also apply online at www.kirklees.gov.uk/admissions

Section 1: Child’s details

• Please complete your child’s personal details and information about your child’s current

school by filling in all the boxes in this section of the form. Please make sure you give us your

child’s full legal name as shown on their birth certificate.

• Remember! We will base the allocation of a school place on your child’s permanent address

and not on the school your child currently attends. A child is normally regarded as living

with a parent or carer. You will need proof of anyother situation. You cannot lodge a child with a

friend or relative to gain a place at a school.

Section 2: Parent or carer details

• Please complete your personal details by filling in the boxes in this section of the form. Please

give us at least one contact telephone number in case we have any queries about your application.

Section 3: Siblings

• Please give us details of your child’s siblings, including the name of the school they will be

attending in September 2010.

Section 4: School preferences

• This is a very important section of the form. You should name up to three Kirklees schools in

order of preference, putting the school you most prefer first. It is important that you put the

schools in order of preference. If your child qualifies for a place at more than one of the

schools you name, you will be offered a place at the one school which is your highest preference.

• You may name any school in Kirklees (including voluntary aided Church of England or Catholic schools) but not private schools.

• Please look carefully at the admission criteria for each school when you make your preferences and be realistic in your choice of school. For example, your chances of getting a place at a school a long way away from where you live may well be less than at a school nearer your home.

• We strongly advise you to name second and third preference schools in case a place is not

available at your first preference school. Naming only one school or naming the same

school more than once does not increase your chances of gaining a place at the school.

• We recommend that you make your ‘catchment’ school one of your preferences. If you do not,

please be aware that a place may not be available at your ‘catchment’ school if you do not

qualify for a place at any of your preferences.

• For applications to voluntary aided Church of England or Catholic schools you must make

the school one of your preferences on the common application form and you should also

complete the relevant Supplementary Information Form (SIF). You can find SIFs at the

back of this Guide and you should return the SIF to the school itself.

• Remember - if you do not name a school on the common application form, your child

cannot be considered for a place at that school.

Section 5: Additional information

• If your child has a Statement of Special Educational Needs or is in public care (a Looked After Child), please ensure that you show this on the form.

• If you wish, you may state reasons for one or more of your school preferences. The

admission policies of the various admission authorities may not allow them to take account

of your reasons. However, if you wish to appeal for a place at a school it may help your case to

have mentioned reasons for your preference on your application.

• Please attach any evidence of your stated reasons securely to the form. Don’t forget to

keep a copy of the evidence for yourself.

Section 6: Declaration

• Please sign and date the form to confirm that you have parental responsibility for the child and

the information you have provided is correct.
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www.kirklees.gov.uk/admissions How to apply

Submitting your application

• If your child is in their final year at a Kirklees infant or first school and you complete the paper

TCAF, we strongly recommend that you return the completed TCAF to that school. This  enables schools to ensure that all their transferring pupils have returned a TCAF and, as schools send the TCAFs to us through the internal post, it is more secure than posting the TCAF directly to us.

• If your child is due to start full-time school for the first time and you complete the paper PCAF

you should return the completed PCAF to your first preference school.

• If your child is not attending a Kirklees school or is not in their final year and you complete the

paper TCAF, you should return the completed TCAF to the School Admissions Team at

Oldgate House (address on the TCAF).

• Please do not post the completed TCAF or PCAF to the school or the School Admissions

Team unless it is absolutely necessary. You should get a free proof of postage certificate

from the Post Office and enclose a stamped addressed envelope for safe receipt to be

acknowledged. If you have not received an acknowledgment within 21 days of posting  the

form you must telephone to check the form has been received. We cannot be responsible for

forms lost in the post.

• The closing date for applications for transfer to junior or middle school is Friday 6

November 2009.

• The closing date for applications for a Reception place is Tuesday 1 December 2009.

• We will treat any applications received after the closing date as late. This can severely reduce

your chances of getting a place at one of your preferred schools. Late applications are not

considered until we have allocated places to all on-time applicants. This means that when late

applications are dealt with many popular schools may already be full.

Applying online

You can now make your application online – which means you need not wait for the post before finding out which school your child has been offered a place at. If you have applied online you can view your offer online on 12 March 2010 for transfer to junior or middle school and on 19 April 2010 for admission to the Reception age group. You can also choose to receive your offer by e-mail on these dates. We post out offer letters on these dates. You will find the online application form at: www.kirklees.gov.uk/admissions 

Application forms will be available as follows:

For transfer to junior or middle school, from 28 September to 6 November 2009.

For admission to Reception, from 1 September to 1 December 2009.

You can access the website at all Kirklees libraries. The online application form will enable you to make your application and send it to us immediately. We will confirm that we have received

it. Even if you have made your application you will be able to come back and amend it until the

deadline. The advantages of making your application online are that you can be sure that your application has been received and you will also be able to keep a record of the application you made. 

The process should be easy to follow but if you have any problems you can e-mail the School

Admissions Team at admissions@kirklees.gov.uk
Why should I apply online?

• It’s quick and easy to do.

• It’s secure – only you can see your information.

• The system helps you by checking for errors before you submit your application.

• The application procedure is easy to follow as you are guided throughout the application process.

• You can save your unfinished application and complete it later.

• You can change your application until the deadline.

• We will confirm the application has been received.

• You can view your application at any time.

• You will not have to post anything to us, saving you the cost of a stamp.

• The environment benefits from a reduction in the use of paper forms and envelopes.

• We will e-mail you with our decision - it’s quicker than waiting for the post.

• You can also log on to get the result of your application on the offer dates.
