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Policy and Procedures 2026 – 2027 
 

St Mary Magdalen’s Catholic Primary School is a voluntary aided school in the Diocese of 
Southwark. 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.  
 
The school exists to serve the local community and welcomes applications from families of all 
backgrounds. Catholic values guide our approach, but we embrace families of all faiths and 
none who support the ethos and values of the school. 
 
Having consulted with the Local Authority, the Diocese and other admission authorities, the 
governors intend to admit into the reception class, in September 2026, up to 30 pupils, the 
published admission number (PAN), without reference to ability or aptitude.  
Where the last available place is offered to one child of a multiple birth (e.g., a twin), the 
governors will admit the other sibling(s) as an exception to the PAN, if logistically possible. 
 
Pupils with an Education, Health and Care Plan  
The admission of pupils with 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. 
 
Principles 
 

Where the number of applications exceeds 30 the Governors will offer places using the 
following criteria in the order stated below: -  

1. Looked after Catholic children and all previously looked after Catholic children who 
have been adopted or who have become the subject of a child arrangement order or 
special guardianship order. Catholic children who appear (to the admissions 
authority) to have been in state care outside of England and cease to be in state care 
outside of England as a result of being adopted. 

2. Baptised Catholic children who have a sibling in the school at the time of admission. 
3. Other baptised Catholic children. A baptismal certificate or evidence of reception 

into the Catholic Church must be provided. 
4. Looked after children and all previously looked after children who have been 

adopted or who have become the subject of a child arrangement order or special 
guardianship order. Children who appear (to the admissions authority) to have been 
in state care outside of England and cease to be in state care outside of England as a 
result of being adopted. 

5. All other children with a sibling in school at the time of admission. 
6. Children of other Christian denominations and children of other faiths whose 

membership is evidenced by a certificate of Baptism or by a minister of religion or 
other religious leader. 

7. Any other children. 
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In the case of oversubscription within each of any of the categories 2-7 above, places will be 
awarded in the following order of priority 

(i) Where compelling written evidence from a suitable professional (e.g., doctor, social 
worker, priest) 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. 

(ii) Priority will be given within each category to children living closest to the school 
determined by the shortest distance. Proximity to the school will be measured by the 
shortest route by road and/or maintained footpath from the property to the 
pedestrian school gate. Accessibility of private or public transport will not be 
considered. All distances will be measured by Richmond Council using their 
geographical information system. 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 used witnessed by a person independent of the school. 

 

Notes:  
 

a) ‘Catholic’ means a member of a Church in full communion with the See of Rome. This 
includes the Latin Rite, Eastern Catholic Churches, and members of the Ordinariate. 
Normally, this is evidenced by a certificate of baptism or a certificate of reception into 
full communion with the Catholic Church. Looked-after children adopted by Catholic 
families may also be treated as Catholic. 

b) ‘Sibling’ includes natural brothers or sisters, half-siblings, adopted siblings, 
stepbrothers or stepsisters, and foster siblings, whether or not they live at the same 
address. It does not include more distant relatives such as cousins. 

c) Home refers to the permanent home address at which the child lives for the majority 
of his/her time and with the parent who is in receipt of child benefit. 

d) A looked after child has the same meaning as in section 22 (1) of the Children Act 1989 
that is a 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 an application. A previously looked after 
child is a child who was looked after but ceased to be so because they were adopted 
or became subject to a child-arrangements order or special guardianship order. This 
will include children who appear (to the admission authority) to have been in state 
care outside of England as a result of being adopted. 
 

Admissions procedure  
The Common Application Form (CAF) required by the Local Authority and the Supplementary 
Information Form (SIF) should be completed and received at the school not later than the 
national closing date for primary schools.  
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Appeals  
Parents whose applications for places are unsuccessful may appeal to an Independent Appeal 
Panel set up in accordance with section 94 of the School Standards and Framework Act 1998. 
Appeals must be made in writing and must set out the reasons on which the appeal is made. 
Appeals should be made to the Admissions Appeal Clerk at the school address. Parents/Carers 
have the right to make oral representations to the Appeal Panel.  
 
Infant classes are restricted by the legislation to 30 children. Parents should be aware that an 
appeal against refusal of a place in an infant class may only succeed if it can be demonstrated 
that: -  
 

a) the admission of additional children would not breach the infant class size limit;  
or 

b) the admission arrangements did not comply with admissions law or had not been 
correctly and impartially applied and the child would have been offered a place if the 
arrangements had complied or had been correctly and impartially applied;  
or 

c) the panel decides that the decision to refuse admission was not one which a 
reasonable admission authority would have made in the circumstances of the case. 

 
Admission of children below compulsory school age  
The governors will provide for the admission of all children in the September following their 
fourth birthday. Parents can request that the date their child is admitted to the school is 
deferred until later in the school year or until the child reaches compulsory school age in that 
school year; parents may also request that their child attends part- time until the child reaches 
compulsory school age.  
 
Admission of children outside their normal age group  
Parents who are seeking a place for their child outside of their normal age group, eg, the child 
has experienced problems such as ill health or the parents of a summer born child preferring 
not to send their child to school until the September following their fifth birthday, may 
request that they are admitted out of their normal age group that is to reception rather than 
year 1.  
 
Governors will make decisions on 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 will also take into account the views of 
the school’s head teacher. When informing a parent of the decision which year group the 
child should be admitted to, the governors will set out clearly the reasons for their decision.  
 
Where the governors agree to a parent’s request for their child to be admitted out of their 
normal age group and, as a consequence of that decision, the child will be admitted to the 
age group to which pupils are normally admitted to the school the local authority will process 
the application as part of the main admissions round, (unless the parental request is made 
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too late for this to be possible) and on the basis of the determined admission arrangements, 
including the application of oversubscription criteria where applicable. Parents have a 
statutory right to appeal against the refusal of a place at a school for which they have applied. 
This right does not apply if they are offered a place at the school, but it is not in their preferred 
age group.  
 
Fair Access Protocol 
St. Mary Magdalen’s Catholic Primary School is committed to taking its fair share of children 
who are hard to place in accordance with the locally agreed Fair Access Protocol.  Pupils 
admitted under the protocol will take priority over any children on the waiting list and this 
may include, on occasion, admitting above the planned admission number. 
 
Waiting Lists  
Parents of children who have not been offered a place at the school may ask for their child’s 
name to be placed on a waiting list. The waiting list, which will be maintained until at least 
31st December of each school year of admissions. The waiting list will be operated using the 
same admissions criteria listed above. Placing a child’s name on the waiting list does not 
guarantee that a place will become available. This does not prevent parents from exercising 
their right to appeal against the decision not to offer a place. It is possible that when a child 
is directed under the local authority’s fair access protocol they will take precedence over 
those children already on the list.  
 
In-year Admissions 
 
All applications outside of the normal admissions round must be made via the Local 
Authority. In-year applications must be made using Richmond’s In-Year Application Form 
available from Richmond School Admissions website: In-year Admissions 
 
In addition to this form, the Supplementary Information Form (SIF) also needs to be 
completed and returned to the school office. This form is available from the school or can 
be downloaded from the school website. Applicants will remain on the waiting list for the 
academic year they have applied for and will be removed at the end of the year. 
 
 
Late Applications  
Any late applications will be considered by the Governors' Admissions Committee, in the 
event of there being any available places, using the above criteria. If all places have been 
filled, parents will be offered the opportunity of placing their child’s name on the waiting list. 
This does not prevent parents from exercising their right to appeal against the decision not to 
offer a place.  
 
This admissions procedure, although primarily relevant to children for whom a place is sought 
at the normal age of entry to primary education (Year R), will also apply to succeeding years, 
and be subject to the availability of places. 
 
 

https://kr.afcinfo.org.uk/pages/community-information/information-and-advice/school-admissions/changing-schools-in-year

