
                

 

 

 

 

 

 

  

    

 

  

  

 

 

    

      

  

  

   

 

 

 

      

          

      

    

         

      

        

  

 

 

 

  

 

 

  
 

 
 

 

 

     

    

  

  

   

  

  

 

CAVENDISH PRIMARY SCHOOL 

ADMISSIONS POLICY/ARRANGEMENTS 2022-2023 

Member of staff responsible: Mrs M Wilkin 

Governor responsible: Mrs C Skipper 

Executive Headteacher: Miss S Brummitt 

Head of School: Mrs J Rozenbroek 

The Local Authority co-ordinates admission arrangements for Horizon Multi Academy Trust 

Primary Schools including Cavendish Primary School (this will be updated February 2021) 

Visit: 

http://www.hull.gov.uk/resident/schools-and-learning/primary-school-applications 

Download a Guide to Primary School Admission in Hull 2020-2021: 

http://www.hull.gov.uk/sites/hull/files/media/Editor%20-

%20Schools%20and%20learning/A%20guide%20to%20primary%20school%20admissions%202 

018%20-%202019.pdf 

STATEMENT OF INTENT 

At Cavendish Primary School we welcome all pupils, and places at the school are offered in an 

open and fair way. Our admissions process is delivered in line with the Equality Act 2010, the 

School Admissions Code, the School Admission Appeals Code, the Human Rights Act 1998 and 

the School Standards and Framework Act 1998. 

The number of places available is determined by the capacity of the school, and is called the 

‘agreed admissions number’. Our published admissions number (PAN) is 60 pupils. 

The table below sets out who the Admission Authority is and other responsible bodies in our 

school. 

Type of school 

Who is the 

admission 

authority? 

Who deals with 

complaints about 

arrangements? 

Who is responsible for 

arranging/providing for an 

appeal against refusal of a 

place at the school? 

Academy LA 
Schools 

Adjudicator 
Academy trust 

LEGAL FRAMEWORK 

This policy has due regard to all relevant legislation and statutory guidance including, but not 

limited to, the following: 

Equality Act 2010 

Human Rights Act 1998 

School Standards and Framework Act 1998 

DfE (2014) ‘School Admissions Code’ 

DfE (2012) ‘School Admission Appeals Code’ 
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This policy operates in conjunction with the following school policies: 

Equal Opportunities Policy 

Data Protection Policy 

ROLES & RESPONSIBILITIES 

The Admission Authority is responsible for: 

Acting in accordance with the relevant legislation and guidance when carrying out the overall 

admission of pupils into the school. 

Outlining the school’s admissions arrangements and publishing them on the academy website. 

Clearly communicating any reasons for rejecting the admission of a pupil, as well as the 

parent’s right to appeal and the appeal process. 

Implementing any advice or recommendations given by the Schools Adjudicator without undue 

delay. 

Determining the admission arrangements on an annual basis and publicly consulting 

stakeholders on any proposed changes to the admission arrangements. 

Setting clear, fair and effective oversubscription criteria which do not discriminate against 

any pupil. 

Communicating oversubscription criteria clearly to parents. 

Notifying the LA of any in-year admissions and their outcomes. 

The Schools Adjudicator is responsible for: 

Acting in line with the relevant legislation and guidance pertaining to admissions. 

Receiving concerns and objections regarding the admission of pupils and making 

recommendations to the admission authority as a result of these concerns and objections. 

Approving variations to determined admissions arrangements where there has been a major 

change in circumstances or law. 

The Appeals Clerk is responsible for: 

Having an in-depth knowledge of the relevant appeals codes and other relevant law. 

Providing an independent and impartial service for admission appeals. 

Making the necessary administrative arrangements for hearings. 

Notifying all parties of the order of proceedings in advance of an appeals hearing. 

Responding to queries from appellants in advance of an appeals hearing or identifying who will 

be appropriate to respond. 

Being an independent source of advice on procedure and admissions law. 

Keeping accurate records of proceedings and providing written notification of the Appeals 

Panel’s decisions. 

ADMISSIONS CRITERIA FOR CAVENDISH PRIMARY SCHOOL 

The Local Authority has a duty to co ordinate Admission Arrangements for all Hull Primary 

maintained schools and academies. The Local Authority will ensure that all Hull parents whose 

children are starting school for the first time receive the offer of one primary school place on 

the agreed date. The criteria which are to be used to allocate places are described below. 

The admission number for Cavendish Primary School to EYFS2 in September 2022 is 60 pupils. 
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Applications for pupils having Education Health Care Plans will be dealt with in accordance with 

the Code of Practice on Special Educational Needs and if Cavendish Primary School is named in 

a child’s plan the Governing Body are required to admit the pupil. 

OVERSUBSCRIPTION CRITERIA 

After the allocation of pupils with EHCP, where the number of applications is greater than the 

remaining places the following criteria will be applied in the order set out below. 

1. Children in public care at the time when preferences are expressed and who are still in 

public care at the time of their admission to school, and those who have been previously looked 

after. 

2. Significant medical factors or exceptional family circumstances. 

3. Being resident in the catchment area of the school. 

4. Having a brother or sister who will be attending the school at the expected time of 

admission. 

5. Geographical, with priority given to those living nearest to the school 

Criteria 4 and 5 will be used as a tie-breaker for other criteria. 

If the school is oversubscribed from within its catchment area after the allocation of 

statemented and children under criteria 1 and 2, then the brothers/sisters and geographical 

criteria will be used in that order as tie-breakers. 

SCHOOL ADMISSION 

AUTHORITY 

PUPIL ADMISSION 

NUMBER 2021/2 

PUPIL ADMISSION 

NUMBER 2022/3 

Cavendish Primary 

School 

Academy 60 60 

Web site: www.cavendish.hull.sch.uk 

NOTES • 

Significant medical needs must be supported at the time of application by a letter from a GP, 

hospital consultant or other medical professional indicating how a pupil’s medical condition 

relates to the school preference. 

Exceptional family circumstances must be supported at the time of the application by a letter 

from a supporting agency (eg Social Worker or Family Support Worker) indicating how the 

circumstances relate to school preference. Residence is defined as the normal family address 

where the child resides. The qualification date is the closing date for applications. Where 

parents live at separate addresses and have joint custody, the address used will be the one 

where the child spends the main part of the school week (i.e. Sunday night to 

Thursday night inclusive). Childcare arrangements involving relatives’ addresses do not qualify 

as normal family addresses for this purpose unless there is a court Residence Order in place. 

Siblings brothers and sisters include children with the same natural parents living at the same 

address, children with the same natural parents living at different addresses (eg due to 

separation of natural parents) half-brothers/sisters living at the same address, step-

brothers/sisters living at the same address-children living as part of the same family unit with 

their parents/guardians at the same address. 
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Distance the measurement of distance is the shortest available safe route for pedestrians 

along footpaths, using footpaths alongside roads marked on the current street map of the City. 

Front entrance of home property (residence) to main entrance of school site is used. 

Looked After Children the highest priority must be given to looked after children and 

children who were looked after but ceased to be so because they were adopted. 

When formulating their admission arrangements, the Admission Authority will not carry out 

the following: 

• Place any conditions on the consideration of any application other than those in the 

oversubscription criteria published in their Admission Arrangements 

• Take into account any previous schools attended, unless it is a feeder school 

• Give priority to children whose parents rank preferred schools in their application 

• Give priority to children based on any practical or financial support their parents give 

to the school or associated parties (including any affiliated religious organisation) 

• Give priority to children according to the occupational, marital, financial or educational 

status of parents applying – apart from where these factors determine a child’s pupil 

premium eligibility, and for children whose parents work at school 

• Take account of reports from previous schools about children’s past behaviour, 

attendance, attitude or achievement, or that of any other children in the family 

• Discriminate against any protected characteristic 

• Give priority based on a child’s or their parents’ past or present hobbies or activities 

• Interview children or parents 

• Request financial contributions as part of the admissions process 

• Request photographs of children – apart from for proof of identity when sitting 

selection tests 

ADMISSION APPEALS 

Due to coronavirus (COVID-19) restrictions we have made changes to the way admission 

authorities (school governing bodies, local authorities and academy trusts depending on the 

type of school) carry out admission appeals this year. 

The new regulations temporarily amend the 2012 Appeals Regulations and give admission 

authorities, local authorities and admission appeal panels more flexibility when dealing with 

appeals during the COVID-19 outbreak. 

For more details: 

https://www.gov.uk/government/publications/admission-appeals-for-school-

places/coronavirus-covid-19-school-admission-appeals 

When informing a parent of their unsuccessful admissions application, a letter will be sent 

which includes the reason why admission was refused; information about the right to appeal; 

the deadline for lodging an appeal and the contact details for making an appeal. 

Parents will be informed in the letter that, if they wish to appeal, they must make the appeal in 

writing. 

Grounds for appeal are not limited. 

Constitution of appeals panels 

The Admission Authority and the Appeals Panel will act in accordance with all relevant 

legislation and guidance. 
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The judicial function of the Appeals Panel will be transparent, accessible, independent and 

impartial, and will operate in accordance with the principles of natural justice. 

A Clerk will be appointed to the Appeals Panel who is independent of the school and the 

education functions of the LA. 

The Appeals Panel will comprise a Chair and at least two other panel members. The panel will 

also include at least one lay person and a person who has experience in education. 

The Chair of the Appeals Panel is responsible for the conduct of the hearing, including 

introducing parties, explaining individual roles and how the hearing will be conducted, and 

ensuring that parties have sufficient opportunity to state their case and ask questions. 

Panel members will be independent from the school and will remain independent for the 

duration of their service. 

The Clerk is responsible for assigning members of the Appeals Panel; however, they will not 

assign the following disqualified persons: 

• A member of the LA which is the Admission Authority or in whose area the school is 

located 

• A member or former member of the Governing Body of the school 

• An employee at the LA or Governing Body of the school, other than a teacher or TA 

• Any person who has, or at any time has had, any connection with the Admission 

Authority, school or LA who may not act impartially 

• Any person who has not attended training required by the Admission Authority 

arranging the Appeals Panel 

There will be three members of the Panel available at all times during the appeals process. If 

any member has to temporarily withdraw, the hearing will be postponed until the panel member 

returns. If the panel member is unable to return, they will be replaced, and the appeals will be 

reheard. 

Appropriate training will be given, funded by the Admission Authority, to all panel members 

and clerks before they take part in a panel hearing. As a minimum, this training will include: 

• The law relating to admissions. 

• The panel’s duties under the Human Rights Act 1998 and the Equality Act 2010. 

• Procedural fairness and natural justice. 

• The roles of specific panel members, e.g. the chair. 

Members of the appeals panel will receive travel and subsistence allowances where applicable, 

and will be compensated for any loss of earnings or expenses. 

The rate of payment is set by the LA and has due regard to the recommendations of the 

remuneration panel. 

The appeals panel must not have a vested interest in the outcome of the hearing. 

The Admission Authority will indemnify the members of the Appeals Panel against any legal 

costs and expenses they incur in connection with any decision taken in good faith whist acting 

as a member of the Appeals Panel. 

APPEALS HEARINGS 

The Admission Authority will publish an appeals timetable on their website by 28 February 

each year. The timetable will comply with section three of the ‘School Admission Appeals Code’. 

Appeals will be lodged and heard for the normal admissions round within 40 school days of the 

deadline for lodging appeals. 

For late applications, appeals will be heard between 30-40 school days of the appeal being 

lodged. 
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For in year admissions, appeals will be heard within 30 days of the appeal being lodged. 

Admission Authorities will provide appellants with written notification of the date and all final 

arrangements of the appeal hearing, including a deadline for the submission of any further 

evidence that was not sent in the original appeal. 

The Admission Authority will comply with any request for information to help parents prepare 

their case for the appeals hearing. 

All evidence relating to the appeal hearing will be passed on to the clerk, including the 

admission process, reasons for the decision and how the admission would cause prejudice to 

the education provision of the school. 

The Clerk will send all the papers required for the hearing to both parties and the members of 

the panel seven days before the hearing. 

The presenting officer will be responsible for relaying to the attendees the decision not to 

admit the child, and answer questions where necessary. 

Appellants may attend in person or be represented by another individual. Where appellants 

cannot attend, a decision will be made based on the written evidence. 

Appeal hearings must be private and held in an accessible location. The order of the appeals 

will be: 

• Case for the Admission Authority / Academy. 

• Questioning by the appellant(s) and panel. 

• Case for the appellant(s). 

• Questioning by the Admission Authority and panel. 

• Summing up by the Admission Authority. 

• Summing up by the appellant(s). 

Multiple appeals will be heard, either individually or in groups, by the same appeals panel where 

appropriate. 

Notes of the hearing will be made and kept securely by the admission authority for a minimum 

of two years. These notes are, in most cases, exempt from disclosure under the Freedom of 

Information Act 2000 and the Data Protection Act 2018. 

REACHING A DECISION 

When reaching a decision, the admission authority will have due regard to section three of the 

‘School admission appeals code’. 

Appeals decisions will either be upheld or dismissed – there will be no conditional decisions 

made, in line with section 94(6) of the School Standards and Framework Act 1998. 

The final decision will be decided by a simple majority. If votes are split equally, the chair will 

make the casting vote. 

The final decision and accompanying reasons will be communicated in writing to the appellant, 

admission authority and the LA. 

The decision letter will be signed by the clerk or chair of the appeals panel and sent no later 

than five school days after the decision has been made. 

If a child has been refused admissions due to any SEND, this will be considered by the First-

tier Tribunal (SEND) and not the appeals panel. 

The admission authority will have due regard for the two-stage process outlined in the ‘School 

Admission Appeals code’ when negotiating appeals regarding infant class sizes. 

COMPLAINTS 
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Appellants do not have the right to more than one appeal in respect of the school for the same 

academic year unless, in exceptional circumstances, the admission authority has accepted a 

second application from the appellant due to a material change in the circumstances of the 

parent, child or school but still refused admission. 

Appellants can apply for a place at the school for a different academic year. 

If appellants have an issue with the appeal process, they can complain to the Secretary of 

State. 

REQUESTS FOR THE ADMISSION OF CHILDREN OUTSIDE THEIR NORMAL AGE 

GROUP- IN YEAR TRANSFERS 

Pupils moving into the area during the academic year Parents/carers moving into Hull during 

the academic year should complete an In Year Transfer Form. This will allow parents to 

express their preference for a place at the school and give reasons for their preferences. Any 

parent refused a place will be offered their right to appeal and should complete a Notice of 

Appeal Form. An Appeal Meeting will be convened whereby an independent appeals panel will 

make a decision whereby to admit the pupil. This is likely to occur when the year group is full 

and will be managed an Independent Panel, contact Paul Sparham at P_sparham@hotmail.com 

For more information visit: 

http://www.hull.gov.uk/sites/hull/files/media/Editor%20-

%20Schools%20and%20learning/In%20year%20transfer%20school%20key%20information.pd 

f 

1 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 (see the definition in section 22(1) of the Children Act 1989). 

2 Under the terms of the Adoption and Children Act 2002. See section 46 (adoption orders). 

3 Under the terms of the Children Act 1989. See section 8 which defines a ‘residence order’ 

as an order settling the arrangements to be made as to the person with whom the child is to 

live. 

4 See section 14A of the Children Act 1989 which defines a ‘special guardianship order’ as an 

order. Admission to Reception When allocated a place at Cavendish Primary School, a child will 

be entitled to a full time place in September following their fourth birthday 

IN YEAR FAIR ACCESS PANEL 

This refers to the Local Authority’s duty to ensure that access to education is secured quickly 

for children who have no school place and those at risk of exclusion are offered a place at a 

suitable school as quickly as possible. The Local Authority accordingly has a protocol detailing 

arrangements for the placement of pupils who may be hard to place due to a history of 

challenging or disruptive behaviour, to other vulnerable pupils who may be at risk of being out 

of school for periods of longer than 15 days and those pupils who may require a managed move 

transfer to a new school for the purpose of making a fresh start. All schools with Horizon 

Multi Academy Trust have signed up to this protocol, more information can be found: 

http://www.hullcc.gov.uk/pls/portal/docs/PAGE/HOME/EDUCATION%20AND%20LEARNING 

/SCHOOLS/SCHOOL%20ADMISSIONS/SECONDARY%20ADMISSIONS/IN-

YEAR%20TRANSFERS/PERMANENT%20EXCLUSION%20TRANSFERS/FAIRACCESSPROTO 

COL.PDF 
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PUPILS MOVING INTO THE AREA DURING THE ACADEMIC YEAR 

Parents / carers moving into Hull during the academic year should take advice from the LA 

Admissions Team - 01482 613407complete an In Year Transfer Form. This will allow parents to 

express up to three preferences, in rank order, for a place at a school and give reasons for 

their preferences. The completed form should be sent to the Admissions Team, 2nd Floor 

Treasury Building, Guildhall Road, Hull HU1 2AB. 

The appropriate admissions authority for the schools requested will then consider your 

request. If a place can be allocated at one school, then named on the In Year Transfer Form 

then the admissions team will allocate a place. Where a place can be allocated at more than one 

school the admissions team will allocate a place at the school ranked highest on the form. If a 

place cannot be allocated at any of the named schools, your child will be allocated a place at 

the nearest school with a place available. 

Any parent refused a place will be offered their right to appeal against the decision to an 

independent appeals panel. This is likely to occur when the year group is full. 

MONITORING & REVIEWING 

To ensure it remains up-to-date, this policy will be reviewed by the Local Governing Body at 

least annually and in accordance with any updates to relevant local and national guidance. 

Any amendments made will be communicated to all relevant stakeholders. 

An electronic version of the updated policy will be made available on the school’s website. 

Chief Executive Officer: Mr Michael Dodd 

Executive Headteacher: Miss Susan Brummitt 

Head of School: Mrs Joanne Rozenbroek 

Designated Governors: Mrs Caroline Skipper 

Cavendish Primary School, 

Cavendish Road, 

HULL 

HU80JU 

Telephone: 01482 375674 

E-mail: admin@cavendish.hull.sch.uk 
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PLEASE NOTE 

UPDATE REGARDING PROPOSED CHANGES TO REGULATIONS FOR APPEALS: 

Subject to parliamentary approval, the DfE’s new regulations for appeals, which will be in force 

until 31 January 2021, will: 

Disapply the requirement that appeals panels must be held in person. 

Give flexibility for panel hearings to take place either in person, by telephone, by video 

conference, or through a paper-based appeal where all parties can make representations in 

writing. 

Relax the rules to make it permissible for panels to continue with and conclude appeals as a 

panel of two if one of the three panel members withdraws temporarily or permanently. 

Amend the deadlines relating to appeals for the time that the new regulations are in force – 

any new or revised deadlines must be reasonable and at least 28 days from the date a 

notification of refusal of a school place was received by the appellant. 

If these regulations are passed, we will update Section 4 (Admissions appeals) of this policy as 

soon as possible. Add the article to your ‘Watch list’ to be notified when we update it. 

The DfE will not be removing any of the clerking duties for admission appeals; clerks carry out 

a key role in appeal hearings and provide advice on admissions law, as well as keeping an 

accurate record of proceedings. 

The DfE will publish further guidance periodically to support admission authorities and local 

authorities in carrying out admission appeals under these regulations. 
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