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1.  INTRODUCTION 

St Werburgh’s Primary School is an academy within the Cathedral Schools Trust, which is the 

Admission Authority. 

St Werburgh’s Primary School has a published admission number (PAN) of 56 pupils for 

entry into Reception.  The School will accordingly admit at least 56 children each year, if 

sufficient applications are received.  If 56 or fewer applications are received, then all the 

applicants will be admitted. 

Applications for places at St Werburgh’s Primary School will be made in accordance with 

Bristol Local Authority’s co-ordinated admission procedure.  Parents/carers apply via the 

common application form to their home Local Authority.  For further information see; 

https://www.bristol.gov.uk/schools-learning-early-years/school-admissions 

2.  CHILDREN WITH AN EDUCATION, HEALTH AND CARE PLAN (EHCP) 

The School will admit any child with an Education, Health and Care Plan (EHCP) in which the 

School is named.  The places are reserved and the PAN will be reduced accordingly.  The 

parents/carers of these children should apply for a place via the service dealing with Special 

Education Needs in their home local authority, and do not need to make an application on 

the common application form. 

3.  OVERSUBSCRIPTION CRITERIA 

If more than 56 applications are received for the School, priority will be given to those 

children who meet the criteria set out below, in order of descending priority. 

3-1.  Children in Care or Children who were Previously in Care.  

See below for definitions of children in care and children who were previously in care. 

Highest priority will be given to children in care or children who were previously in care at 
the time the application is submitted.  They will be allocated places under this category. 

a. Children living in a Local Authority in England and who, immediately after being in 
care, became subject to an adoption, child arrangement order, or special guardianship 
order. 

b. Children who appear to the Admission Authority to have been in state care outside 
of England and ceased to be in state care as a result of being adopted. 

c. Previously looked after children, that is 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).  See below for definitions Child Arrangements and Special 
Guardianship Orders 

https://www.bristol.gov.uk/schools-learning-early-years/school-admissions
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3-2.  Siblings  

See below for definitions of sibling, step-brother and step-sister. 

Second level priority will be given to children who will have a sibling already on roll at St 
Werburgh’s Primary School in the year of entry. 

Siblings must be living permanently with the applicant at the same address at the date of 
their admission to St Werburgh’s Primary.  The School may require proof of relationship 
and/or proof of residence. 

3-3.  Geography 

See below for definition of Home Address 

Third level priority will be given to children who live closest to Willow Site of the School, as 
measured in a direct line from the home address to the School. 

● The Admission Authority will not accept more than one address as the child’s home 
address.  Where a child regularly lives at more than one address the Admission 
Authority will have to reach a conclusion about which should be counted as the main 
address when allocating places, taking relevant evidence into account.  Normally this 
will be the address where the child is registered with a medical GP. 

● Where parents or carers are living separately and do not agree on the child’s home 
address, they are urged to reach an agreement.  If this does not happen, evidence 
may be required by providing court documents or other legally binding 
documentation, such as sworn affidavit confirming where the child resides for the 
majority of the school week.  Where satisfactory evidence cannot be provided, the 
Admission Authority will determine the address to be used for allocating a school 
place. 

● Home to school distances will be measured in a direct line from a point on the home 
address as held by the Local Authority, defined in the Local Land and Property 
Gazetteer, to a defined point within the main school building using the Local 
Authority’s computerised mapping system.  This point is also used for the My 
neighbourhood search - bristol.gov.uk  information available on the Bristol City 
Council website. 

4.  OTHER CONSIDERATIONS FOR APPLICATIONS 

4-1.  Tie-break 

Where there are more applications than there are places remaining within a particular 
category, siblings will be given priority. 

After that, from home to school distance will be used as a tie-break .  The distance will be 
measured using the point for the My neighbourhood search - bristol.gov.uk information 
available on the Bristol City Council website. 

https://www.bristol.gov.uk/people-communities/my-neighbourhood-search
https://www.bristol.gov.uk/people-communities/my-neighbourhood-search
https://www.bristol.gov.uk/people-communities/my-neighbourhood-search


 

5 
 

 

Where two or more applicants cannot be separated, the offer of a school place will be 
determined by random allocation - the drawing of lots, which will be overseen by an 
independent person. 

4-2.  Twins/Multiple birth 

If children of multiple births (ie twins or triplets etc) are tied for the final place, those 
siblings will be admitted over PAN, as permitted by Infant Class Size rules. 

4-3.  UK Service Personnel and Crown Servants  

For UK Service Personnel and other Crown Servants living overseas, places may be allocated 
in advance of the child’s return to the UK, where possible, provided the MOD, FCO or other 
government department has provided a written declaration of the return date and 
residency placement.  Places may be offered and reserved up to one term in advance of the 
place being required.  The address at which the child will live will be used when applying the 
prioritisation criteria, as long as the parents can provide evidence of their intended address. 

Children of UK Service Personnel and Crown Servants admitted outside the normal 

admissions round, will be admitted as ‘excepted’ children under Infant Class Size legislation. 

4-4.  Who can apply? 

Applications will be accepted for children who meet one or more of the following criteria: 

● they are resident in the UK; 

● they hold full British Citizen Passports; 

● they are from countries whose passports have been endorsed to show that they 
have the right of abode in the UK (as defined on the www.gov.uk website) 

Applications for children who do not meet any of these criteria will not be accepted until 
the child is in this country. 

4-5.  Deferred Entry for Infants 

Parents/carers offered a place in Reception for their child have a right to defer entry, or take 
up a place part-time, until the start of term beginning immediately after their child has 
reached compulsory school age.  However, places cannot be deferred beyond the beginning 
of the final term of the school year or until the next academic year. 

● Children reach compulsory school age on the prescribed day following their 5th 
birthday (or on their fifth birthday if it falls on a prescribed day).  The prescribed 
days are 31st August, 31st December and 31st March. 

4-6.  Delayed Entry for Infants 

The parents/carers of summer-born children (April 1st - August 31st) may choose not to 

send their child to school until the September following their 5th birthday, and may request 

that their child is admitted out of normal year group – ie to Reception rather than Year 1 

https://www.gov.uk/right-of-abode
http://www.gov.uk/


 

6 
 

 

[See paragraph below 4-7].  All such requests will be considered on their merits, and either 

be agreed or refused on that basis.  If a request is refused, the child will still be considered 

for admission to their normal age group. 

4-7.  Admission of children out of normal year group  

Children are normally educated in school with others of their age group.  However, in 
exceptional circumstances parents/carers may request that their child is admitted out of 
normal year group; 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. 

The process for requesting an out of year group admission is as follows: 

● Parents/carers should submit an Out of Year Group Request Form along with the 
admissions application form (See below at the Appendix) 

● The completed forms should be sent to St Werburgh’s Primary School, James Street, 
St Werburgh’s, Bristol, BS2 9US or via email: st.werburghs.p@bristol-schools.uk 

● Parents/carers should submit any additional evidence to support their application; ie 
evidence from a medical practitioner, previous head-teacher etc.  Examples of the 
evidence that a parent/carer might submit are:   

o Information about the child’s academic, social and emotional development; 
o Where relevant, their medical history and the views of a medical professional; 
o Whether they have previously been educated out of their normal age group; and 
o Whether they may naturally have fallen into a lower age group if it were not for 

being born prematurely. 
 

The Admission Authority will consider each case on its merits and take into account the 

individual circumstances of the request and the child’s best interests.  The Admissions 

Committee, along with the Headteacher, will decide whether such an out of year normal 

group place should be agreed or refused. 

The Admission Authority will ensure that the parents/carers are informed of whether the 

out of normal year group request has been approved or not before final offers are made.  

The reasons will be explained if the request is turned down.  Requests for out of normal year 

group admission will be considered alongside other applications made at the same time. 

5.  WAITING LIST 

The School will operate a waiting list for each year group.  When more applications are 
received than there are places available, a waiting list will operate until 31 December of the 
year of entry.  If an application has been unsuccessful, the parents/carers can request that 
their child’s name is added to the waiting list.  

A child’s position on the waiting list will be determined by the oversubscription criteria [3.1, 
3.2 & 3.3 above].  If school places become vacant, they will be allocated to children in the 

mailto:st.werburghs.p@bristol-schools.uk
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order of the list.  Whenever a child is added to the waiting list or is removed from it, the 
order will be reviewed and updated in accordance with the oversubscription criteria. 

6.  APPEALS 

Any applicants who have been refused a place have a right of appeal to an independent 
appeal panel, constituted and operated in accordance with the School Admission Appeals 
Code.   

The School will prepare guidance for parents/carers on how to appeal.  Information on the 

timetable for the appeals process will be published on the School website. 

7.  LATE RECEPTION APPLICANTS APPLICATIONS 

The School defines a “late applicant application” as one that is received after the deadline 
date for common application submissions to the Local Authority (15th January).  Such 
applicants applications will not be included in the first-round allocation process for 
Reception places.   Late applicants applications will be included in the second round of 
allocation, if places become available.   

8.  IN YEAR APPLICATIONS  

Parents/carers seeking admission that is not part of the normal admission process, are able 
to make an in-year application for a school place.  Parents/carers should complete the in-
year application form available on Bristol City Council website: 

https://www.bristol.gov.uk/schools-learning-early-years/in-year-admission 

 

For the school year 2023-24, the following applications will be treated as in-year admissions:  

● applications for admission to Reception which are received after 1 September 2023 

● all other applications for admission to Year 1 to 6.  

Applications will not normally be considered in advance of the date the place is required; 
this will be approximately 35 days for those moving house, and 21 days for those not 
moving house.  However, applications for admission in September 2023 can be made from 
June 2023.   

Parents/carers will be notified in writing of the outcome of their in-year application within 
10 school days, and have a right of appeal to an independent appeal panel if a place has 
been refused.   

A child’s position on the waiting list will be determined by the oversubscription criteria [3.1, 
3.2 & 3.3 above].  If school places become vacant, they will be allocated to children in the  
order of the waiting list.  Whenever a child is added to the waiting list or is removed from it, 
the order will be reviewed and updated in accordance with the oversubscription criteria.  

https://www.bristol.gov.uk/schools-learning-early-years/in-year-admission
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Each in-year application made to the School is valid only for the academic year in which it is 
made.  Parents/carers will be required to make a fresh application for each new academic 
year. 

The School will participate in Bristol City Council’s In Year Fair Access Protocol. 

 

9.  THE SCHOOL’S REGISTERED ADDRESS 

Headteacher: Helen Faulkner 

St Werburgh’s Primary School 

James Street, 

St Werburgh’s, 

Bristol, 

BS2 9US 

Tel: 0117 9031466 

Email: st.werburghs.p@bristol-schools.uk 

 

10.  DEFINITIONS 

Children in Care and Children Previously in Care: 

● Children who are in the care of a local authority or provided with accommodation by 
that authority under section 22 of the Children Act 1989.   1989 Children’s Act 

Children Previously In Care: 

● Children who were adopted 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 who appear to the Admission Authority to have been in state care outside 
of England and ceased to be in state care as a result of being adopted. 

Child Arrangements Orders: 

● Child arrangements orders replaced residence orders and any residence order in 
force prior to 22 April 2014 is deemed to be a child arrangements order.  They are 
defined in s.8 of the Children Act 1989 (as amended by s.12 of the Children and 
Families Act 2014). 

Special Guardianship Order: 

● An order appointing one or more individuals to be a child’s special guardian (or 
special guardians) (see Section 14A of the Children Act 1989) 

Sibling: 

mailto:st.werburghs.p@bristol-schools.uk
https://www.legislation.gov.uk/ukpga/1989/41/contents
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● A full, half, adopted, step-brother or -sister, but not cousins or other family 
members.  

Step-Brothers or Step-Sisters: 

● Children who are not necessarily related biologically (including foster children) but 
are living in the same household for the majority of the time at the address the 
admission Authority considers to be the address of the child for whom the 
application is made.   

Home Address: 

● The child’s permanent home address, i.e. where he or she resides with a person with 
parental responsibility, or with a parent/carer (as defined in Section 576 of the 
Education Act 1996).  It is the address where the child spends the majority of the 
time.  Documentary evidence may be required to confirm a child’s home address. 
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APPENDIX – ‘OUT OF YEAR GROUP’ REQUEST FORM.   

 

 

 

 

ST WERBURGH’S PRIMARY SCHOOL 

APPLICATION FOR AN ‘OUT OF YEAR’ GROUP REQUEST  

I request that my child is educated outside their normal chronological age range. 

Name of Child  

Date of Birth  

State which year group 
applying for if outside the 
normal age range 

 

Permanent Home Address 
of Child 

 

Name of Parent/carer  

Contact telephone number  

Parent/carer email address  

Please submit your request in writing below and detail the reasons why you feel it is in your child’s 
best interest to delay or accelerate learning. You should submit any relevant reports which 
support your request. (Continue on a separate sheet/s if required) 
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Signature of parent/carer  Date  

I declare that I have parental responsibility for the child named in this application, the above details are correct and I understand that failure to 
disclose or the giving of false information will result in my application being rejected and any subsequent offer will be withdrawn. I have read 

the CST ‘s Data Protection Policy on the CST website (here) and St Werburgh’s Privacy Notice (here) and consent to CST processing 
the data submitted in this form in accordance with these policies.  

Completed forms should be sent to St Werburgh’s Primary School, James Street, St Werburgh’s, 
Bristol, BS2 9US or via email: st.werburghs.p@bristol-schools.uk 

 

https://www.cathedralschoolstrust.org/media/1425/cst-data-protection-policy-2019docx.pdf
mailto:st.werburghs.p@bristol-schools.uk

