Admissions
Time to be proactive – come on parents do your homework

As promised, in an earlier edition of the Catholic Post, this month I am concentrating on ensuring that all Catholic parents are aware of the correct procedure for making an application for admission to a Catholic school.

Timing, preparation and organisation are the keys to success. If you follow the step-by-step guide below you will be in a position to make your decisions based on facts, which will give you the best possible chance for a successful application. (Cut out and keep the guide for future reference.)

If your preference is for an over-subscribed school which is not in your parish you need to know what your chances of success are if you name the school as your first preference – ask either the school or the diocese for this and any other information you want. Please be aware that although having a sibling in school gives you a higher priority within a category it does not guarantee a place for a younger child, particularly if you do not live in the parish area. It would always be my strongest advice to preference more than one school – you need to be confident that you have a back-up plan that you are happy with. If you don’t preference more than one school you run the risk of being offered a place that you definitely would not want!
	Date
	Jobs to do

Diocese Contact Details: tel: 0113 261 8034 

email: beverley.sice@dioceseofleeds.org.uk 


	Tick when complete

	September
	Check which parish you live in – it is not enough to think you belong to a parish - you need to know exactly which parish the street you live in is part of. In particular, if you live in an area of the diocese where there have been parish closures or amalgamations you will need to check with the school or the diocese which school is the correct one for the address where you live.

	

	September
	Make sure you have received a copy of the local authority’s starting school booklet – there is one published each year for beginning primary education and one for starting secondary school. If you don’t receive your copy contact the local authority and ask for one. If where you live borders two local authorities (or if you think it might) ask for copies from both authorities.

	

	September
	Contact the school(s) you are interested in and ask for a prospectus and the admission policy. Carefully read the information supplied and if you have any queries either contact the school or the diocesan office. Ask the school which category of the admission policy your child will be placed – remember to give correct information to ensure that the school can give you the right category. This will help you to weigh-up the possible outcomes before coming to a decision regarding whether to preference a school or not.

	

	September
	Many schools have an open day/evening for perspective parents. Check if this applies at the school(s) you are interested in and if possible attend – lots of information is given at these events.


	

	September/
October/

November
	Complete the application form supplied by the local authority and return it to the address supplied by the closing date. The closing date may differ for different local authority – it will be clearly stated on the application form or in the starting school booklet. If an application form is not received by the closing date then your application will be dealt with as a ‘late application’. This means that the application will not be looked at until after all those applications received on time have been allocated places. Therefore, even if you would have been in one of the higher categories of the school’s admission policy, you probably will not gain a place – particularly if the school is perceived to be a good school.

	

	September/
October/

November
	At the same time as completing the local authority application form parents must complete a supplementary form for each Catholic school they wish to make an application to – these forms are provided by the individual schools. Make sure you clearly state your reasons for wanting a place at the school and supply any relevant documentation asked for by the school e.g. Baptism certificate. If you don’t have a Baptism certificate contact the Church where your child was baptised and ask for a copy. If the Church has closed down contact the diocese to ask where the registers are now kept. Again, you must make sure that the supplementary form and documentation reaches the school by the closing date for applications.


	

	October/
March
	If you have done all of the above then you can sit back and wait for the result.

However, if you have not followed the above process then at some point either the school or the local authority (or both) will contact you for the information you have not supplied. If this happens you must provide the information as soon as possible. Your application cannot be processed unless you have completed the local authority’s application form, therefore a place will not be offered. And if you do not complete the school’s supplementary form the governing body will be unable to determine which category your application should be placed, therefore, you will be placed in the last category. 

	

	March/April
	Offer day – for secondary schools this is usually the first working day nearest to 1st March. For primary admissions the offer date varies across local authorities – you will find the date in the local authority starting school booklet.

	

	April/May
	The majority of applications will be offered a place at the preferred school, however, if you do not get the offer you wanted then your legal way forward is to go to appeal. Later in the year I will produce a step-by-step guide for appeals but if anyone needs helps now please get in touch.
	


