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St Peter’s CE Primary School 

Admissions Policy 
 

                                                   chieve        elieve        reate 

 

1. Introduction 

St Peter’s CE Primary School is a 140 place school for children from 4-11 years. The school has four classes 

catering for pupils from Reception to Year 6. They are organised as mixed age and mixed ability classes across 

the school.  St Peter’s is a caring and nurturing community built on our mission statement: 

“Hand in Hand we journey together, guided by God.” 

St Peter’s CE Primary School is part of the Bright Futures Federation, a Sussex‑based federation of schools working 

collaboratively to support pupils’ wellbeing and outcomes, and to strengthen opportunities for children, staff, 

families and communities. Admissions arrangements for community and voluntary controlled schools in West Sussex 

remain the responsibility of West Sussex County Council (WSCC), and all applications are considered in line with 

the Local Authority’s coordinated admissions scheme. This policy reflects, but does not replace, the admissions 

arrangements for community and voluntary controlled schools which can be found by visiting: School admission 

policies. 

All parents may contact the school office at any time to discuss admissions.  Admissions for St Peter’s are dealt 

with through the Horsham (North) Pupils Admissions Office.  The address and telephone number, which can also be 

found on the WSCC website, are: 

Email:   admissions.north@westsussex.gov.uk 

Tel:   033 301 42903 

Address:  County Hall North (Parkside) 

Chart Way, 

Horsham, 

RH12 1XH. 

 

2. Admissions Procedure 

The WSCC website is the best place to obtain the most accurate and up-to-date information regarding school 

admissions. For both starting and moving schools, please visit: www.westsussex.gov.uk/admissions 

All parents and carers are encouraged to apply for a place using the online form, details of which can be found 

on the admissions pages of the website at: Starting School or Moving School. 

Once an application has been submitted, an automatic acknowledgement email will be sent confirming that the 

application has been received. Parents and carers may need to adjust their email security settings, as the 

acknowledgement may be directed to a “junk” folder. It is strongly recommended that parents and carers keep a 

copy of this automated acknowledgement email, as it contains a unique application reference number. This 

reference number is your proof that an application has been submitted, and the local authority are unable to 

investigate any issues without it. 

Parents and carers should also be aware that all contact information provided as part of the application will be 

shared with the allocated school to support arrangements for starting or moving school. 

Applications to start in Reception must be submitted by the national closing date which is around mid-

January.  The online system opens at the beginning of October.  All applicants who apply on time will be sent an 

email with their offer around mid-April preceding the September of entry to school.   

A B C 

https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/guidance/school-admission-policies/
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/guidance/school-admission-policies/
mailto:admissions.north@westsussex.gov.uk
http://www.westsussex.gov.uk/admissions
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/starting-school-places/
https://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/moving-school/#moving-to-or-within-west-sussex
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If a school is oversubscribed, places will be allocated in accordance with a set of rules known as oversubscription 

criteria. An Information for Parents Starting School September 20XX booklet will be available on the WSCC 

website from October, when the admission process begins. This booklet provides detailed guidance on the 

admissions process, including the different types of applications, frequently asked questions (FAQs), moving house, 

late applications, and the oversubscription criteria used to allocate places. 

 

3. Allocation of Places 

All schools have a Published Admission Number (PAN). Where the number of applications for a particular school 

does not exceed its PAN, places can normally be offered to all applicants. The PAN for each year group at St 

Peter’s CE Primary School is 20. WSCC consults closely with the school on all admissions matters, including any 

consideration of admissions above this number. 

Places at all infant and primary schools are allocated in accordance with Infant Class Size legislation. This 

legislation limits Reception, Year 1 and Year 2 classes to a maximum of 30 pupils per class, taught by one 

qualified teacher. Where the 30th child admitted is a twin or part of a multiple birth, the remaining sibling(s) may 

also be admitted as a permitted exception. 

If a family moves into the area with a child of compulsory school age, the child will be offered a place where 

there is availability in the relevant year group. If no place is available, parents and carers have the right to 

appeal.  

If WSCC are unable to offer your child a place at any of your preferred schools, the admissions team will make 

sure your child is offered a school place. This will usually be your catchment school, if one applies and places are 

available. If your catchment school is full, a place will be offered at the nearest school to your home with spaces 

available. This applies to children who live in West Sussex. If you live in a different local authority area, your 

home authority will make these arrangements. For this reason, parents and carers are strongly advised to 

include their catchment school as one of their preferences when applying. 

St Peter’s CE Primary School prides itself on making every effort to accommodate children regardless of ethnicity, 

religion or belief, age, sexual orientation, disability, or gender. Further information is available on the Equality & 

Diversity page of our school website. 

 

4. Right of Appeal 

If you are unhappy with the school that has been offered, the Pupil Admissions Team can advise you about other 

schools that may still have places available, although these may be further away from your home. 

WSCC has a legal duty to ensure every child has a school place. This means that an offered place will not be 

withdrawn unless the council receives written confirmation (by email or letter) of alternative education 

arrangements once your child reaches compulsory school age. 

Parents and carers have the right to appeal if they are refused a place at one or more of their preferred schools. 

Appeals are heard by an independent appeals panel. Information about how to appeal, including how to submit 

an appeal online or request a paper form, will be provided with your refusal letter. Parents will be given 

advance notice of the appeal hearing and may attend with someone for support. Appeal hearings are conducted 

as informally as possible. 

For more information regarding the appeal process, please visit: 

www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/make-an-

admissions-appeal 

 

5. Further Information for Parents of Reception Pupils 

The academic year is divided into three terms: the Autumn term, which begins in September; the Spring term, 

which begins in January; and the Summer term, which begins in April.  

https://www.st-peters-sch.uk/equality/
https://www.st-peters-sch.uk/equality/
http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/make-an-admissions-appeal/
http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/make-an-admissions-appeal/
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Specific start and end dates for each term are published by WSCC and can be found on their website: 

www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-term-dates 

This information is also available on our school website at www.st-peters-sch.uk, where you can find our term 

dates, staff training (INSET) days, and details of forthcoming events. 

In line with government guidance, children are entitled to start school on a full‑time basis in the September 

following their fourth birthday, at the start of the Autumn term. If parents and carers feel that their child is not yet 

socially, emotionally, or physically ready to begin full‑time school, a part‑time start or a deferred start later in 

the school year may be agreed in discussion with the school. 

Once a school place has been offered, all children must be in full‑time education by the time they reach 

compulsory school age, which is the term following their fifth birthday. This requirement does not apply to children 

with an Education, Health and Care Plan (EHCP). Where a child has an EHCP, starting arrangements should be 

discussed with both the school and the local authority. 

Staff at St Peter’s CE Primary School are happy to work in partnership with parents and carers to agree the most 

appropriate starting arrangements for their child, supporting a smooth transition and a strong home–school 

partnership. Please note that if parents and carers are considering a deferred or part‑time start, they must still 

apply for a school place at the usual time, alongside all other applicants. 

 

6. Admission of Children Outside Their Normal Year Group 

The Department for Education (DfE) expects children to be educated within their normal chronological year group. 

WSCC shares this view and considers that the majority of children will complete their statutory education in line 

with their age. Moving a child into a different year group is not normally considered to be in their best 

educational, social, or emotional interests. 

Once a child has been admitted to a school, it is the Headteacher’s responsibility to determine how best to meet 

that child’s educational needs. Any consideration of educating a child outside their normal year group must be 

supported by clear educational reasons. At St Peter’s CE Primary School, such decisions will be made by the 

Executive Headteacher, in consultation with the Head of School and parents or carers. 

Further information about the admission of children outside their normal year group, including delayed entry to 

Reception, is available on the West Sussex County Council website: 

www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/admission-of-

children-outside-their-normal-year-group 

 

7. Moving Schools 

An in‑year admission refers to the admission of a child to a school at a time other than the normal point of entry. 

This may include families moving home, children arriving from another country or another part of the UK, children 

returning to school after living elsewhere, or pupils who have not previously been in school. 

Information about how to apply for an in‑year place at St Peter’s CE Primary School can be found on the WSCC 

website: 

www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/moving-

school 

If parents or carers are considering withdrawing their child from St Peter’s CE Primary School due to concerns 

about how their child is settling or progressing, they are strongly encouraged to make an appointment with the 

Head of School or the Executive Headteacher in the first instance, so that concerns can be discussed and, where 

possible, resolved.  

 

http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-term-dates
http://www.st-peters-sch.uk/
http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/admission-of-children-outside-their-normal-year-group/
http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/admission-of-children-outside-their-normal-year-group/
http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/moving-school/
http://www.westsussex.gov.uk/education-children-and-families/schools-and-colleges/school-places/apply/moving-school/
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8. Induction 

Parents and carers are welcome to contact the school office at any time to discuss admissions. St Peter’s CE 

Primary School holds a series of open mornings during the Autumn term, which prospective parents of 

Reception‑aged children are encouraged to attend. These sessions provide an opportunity to meet staff, tour the 

school with current pupils to see it in action, and ask any questions. Similar visits can also be arranged for families 

applying for in‑year admissions at any point during the academic year. 

Preliminary Meeting 

Once a parent or carer has accepted their child’s offer of a place at St Peter’s, the school will contact them with 

an invitation to attend an introductory meeting with school staff. A meeting for new Reception parents is held at 

school during June or July prior to the start of the new academic year. This meeting provides general information 

about the school and outlines what parents and children can expect when starting. Details of school uniform are 

available on the school website and will also be shared at this meeting. Please note that this meeting is not 

routinely arranged for in‑year admissions. 

Pupil Induction 

St Peter’s CE Primary School has an established and effective induction programme to support children when they 

first start school, including those joining Reception (Greenfinch Class). For both new starters and in‑year 

admissions, children are invited to attend a familiarisation visit prior to their official start date. This may take the 

form of a morning, afternoon, or full‑day session and is designed to help children feel confident and settled as 

they transition into school life. Children joining Reception are offered a series of familiarisation sessions to support 

this transition. 

 

9. Implementation, Monitoring & Review 

All staff, governors, parents, carers, and members of the St Peter’s CE Primary School community will be informed 

of this policy and provided with access to it via the school website. The policy will be reviewed annually, in line 

with the review of West Sussex County Council’s admissions arrangements. Its implementation will be monitored by 

the Leadership Team, with any significant matters reported through termly updates to the Federation Governing 

Body. 

 


