PRIMARY
SCHOOL
MID-YEAR
PRIMARY SCHOOL
APPLICATIONS
FOR CANONIUM LEARNING TRUST SCHOOLS

This is a guide to applying for a mid-year primary school place (from 1st April 2022)
(For advice on applying to start primary education see www.essex.gov.uk/admissions )

1

www.canoniumtrust.com
admin@canoniumtrust.com
01376 570411
Canonium Learning Trust, Kelvedon Academy, Docwra Road, Kelvedon, Colchester, Essex, CO5 9DS
Kelvedon St. Mary’s C of E Primary Academy, Autism Support Centre and Nursery
Docwra Road, Kelvedon, Colchester, Essex, CO5 9DS
Website: www.kelvedonacademy.com
Email: admin@kelvedonacademy.com
Telephone: 01376 570411
Tolleshunt D’Arcy St. Nicholas C of E Primary Academy
Tollesbury Road, Tolleshunt D’Arcy, Maldon, Essex, CM9 8UB
Website: www.darcyschool.co.uk
Email: office@darcyschool.co.uk
Telephone: 01621 860253
Finchingfield St John the Baptist C of E Primary Academy and Nursery
Vicarage Road, Finchingfield, Braintree, Essex, CM7 4LD
Website: www.finchingfieldacademy.com
Email: office@finchingfieldacademy.com
Telephone: 01371 810423
Stisted C of E Primary Academy
The Street, Stisted, Braintree, Essex, CM77 8AN
Website: www.stisted-academy.co.uk
Email admin@stisted.essex.sch.uk
Telephone: 01376 325116
The Admissions team will handle all applications fairly under the admissions criteria for each school, but cannot influence decisions about school places.

The Admission Policy for each school can be found on their website.

Application forms for each school can be found on the Canonium Trust website, and the individual school’s
website.
All mid-year school applications are to be sent to the Admissions Department at the Canonium Learning
Trust.
Details regarding applications for children starting school for the first time (aged 4-5) can be found at
www.essex.gov.uk/admissions
Applications for a place at Kelvedon Academy Nursery and Finchingfield Academy Nursery must be made
directly to each nursery. Further details can be found on the school’s websites.
For further details for applications for children with special educational needs and disabilities or have an
Educational Health Care Plan (EHCP), see page 13.
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I want to change primary schools mid-year
If you wish your child to transfer from a
primary school to a Canonium Learning
Trust school you will need to make an
application in writing. You can complete
an online application form (available on
each individual school’s website which can
be access via www.canoniumtrust.com )
or request a paper form to be sent to you.
The opportunity to transfer depends on
places being available at your preferred
school. If a place can be offered, it is
usually made available at the start of the
following term. If no places are available
your application will be refused and you
will be given the right to appeal.
Changing school is a serious step to take.
Before applying please discuss the reasons
for your request with your child’s current
headteacher. You should not remove your
child from their current school before
securing a place at another school.
If, after you have applied for a place, your
child is still left without a school place at
all please contact Essex School Admissions
for more advice. The LA has a ‘Fair Access’
officer who can offer advice and
assistance where no schools in the area
have vacancies.

When should I apply?
Applications for transfer at the start of the
next academic year or the next term will
not be dealt with until the half term prior
to the requested admission date.
Applications received too early will be
returned and you will need to reapply at
a later date.
 We cannot accept an application for
a spring term (January) until the
preceding autumn half term holiday
i.e. October.
 We cannot accept an application for
Summer term (Easter) until the
spring half term holiday i.e.
February.
 We cannot accept an application for
autumn term (September) until the
summer half term holiday i.e. end of
May.
 If you have just moved into a new
area and your child is without a
school place the application will be
dealt with immediately. Please
include evidence of your new
address with the application so we
are aware (either signed tenancy
agreement / exchange of contracts /
council tax or driving licence).
 If you apply shortly before or during
a school holiday we may not be able
to give you a decision to enable
your child to start a new school
immediately after the holidays.
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Parental responsibility
More than one person can have parental responsibility for a child. A mother automatically
has parental responsibility for her child from birth, unless the child is adopted. A father
usually has parental responsibility if he is listed on the birth certificate or married to the
child’s mother at the time of birth or any time afterwards. If divorced, the father will retain
parental responsibility.

Shared parental responsibility and shared
custody
If you share parental responsibility and/or share custody with someone who lives at a
different address, it is important that you both agree which schools to apply for, which
address is the child’s main place of residence (home) and which parent/carer is the main
applicant.
The address to be used on any application must be where your child spends the majority of
the school week.
You must only submit one application for each child. If more than one application is
received, or the Admissions Authority (Canonium Learning Trust) is made aware of a
dispute between two parents, these applications will be placed on hold. This means that
they will not be processed until either (a) written agreement is received from both
parents/carers stating which application has been agreed to be processed or (b) a Court
Order is provided confirming which application is to be processed. Any disputes at any
stage in the process risk your child being disadvantaged in getting a school place.
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Addresses
The address used on the application must
be your child’s home address (i.e. the main
address that they live at) at the time of the
application. Proof of this address must be
provided with the school application.
(Proof of address such as UK driving licence;
council tax notification; two utility bills
dated within the last six months (gas,
electricity, water or landline phone).)

Arrangements where parents can leave and
collect children from another relative or
carer on a daily basis will be regarded as
childcare arrangements, and the child will
not be deemed to be ‘ordinary resident’
with that person. In all cases we expect that
the adult with whom the child is ‘ordinary
resident’ received the child benefit for the
child (where eligible).

If you are moving, you must provide details
of your new address and also provide
evidence of that address (either a copy of
the exchange of contracts document or a
signed and dated tenancy agreement).

If you own a property, but are not living in
it, but intend to take up residency before
your child starts at a school you are applying
for a place in, your application will be
processed using this address once evidence
has been received. Any offer will be
conditional upon receipt of evidence of you
taking up residency at that property.

The home address is considered to be the
address at which the child resides on a
permanent basis or is ‘ordinary resident’.
This is generally the address of the
parent/carer.
In some cases, children may be ‘ordinary
resident’ for the majority of the school
week, including overnight, with another
relative or carer, such as a grandparent. This
may also be the case where a child resides
between two parents at different addresses
following the breakdown of the parental
relationship. Where this is the case, the
application may be processed on the basis
of that address (where the child resides for
the majority of the school week) and proof
of address and residence arrangement will
be required with the application. The child
must be living with the parent, relative or
carer 24 hours per day, for the majority of
the school week.

It is expected that parents will be honest
about the information they provide on their
applications, especially around the child’s
home address. Unfortunately, this is not
always the case, which is not acceptable
because it can mean that an offer is made
that directly disadvantages another child to
whom should have been offered.
If a school place is secured using false
information that the Admissions Authority
(The Canonium Learning Trust) is aware of
or has been offered in error, the admission
authority can investigate the matter. If it is
found that the application used fraudulent
or intentionally misleading information to
secure a place at a school in the Canonium
Learning Trust, the admission authority can
withdraw the school place offered.
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Siblings
There are no guarantees that a sibling can go to the same school.
The admission authority defines a sibling as a child who has a brother, sister, adopted
brother or sister or stepbrother or stepsister living in the same family unit, in the same
family household and address, who attends the preferred school in any year group
excluding the final year. Biological and adopted siblings who attend the preferred school in
any year group excluding the final year will also be treated as siblings, irrespective of a
place of residence.
Children residing in the same household as part of an extended family, such as cousins, will
not be treated as siblings.

Twins, triplets etc.
For mid-year applications, where a family moves into an area necessitating a change of
schools for their twins, or triplets etc and the majority can be offered a place, then a place
will be offered for the remaining child or children. However, where the family does not
move but wishes to transfer the children to another local school where there are
insufficient places for all of them, then places would not normally be offered to all.

Applications from members of the Armed
Forces and Crown Servants
Members of the Armed Forces and Crown Servants with automatic right of entry to the UK
who are able to provide evidence of their relocation can apply for a school place ahead of a
move. An application can be made as soon as confirmation of the relocation is available. For
Armed Forces applications we will use the unit posting address when considering the
application, until such time as a confirmed home address can be provided. For Crown
Servants as address can only be used if there is evidence of the address the child is
returning to.
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Looked After and Previously Looked After
Children
A ‘Looked after child’ is a child who was previously looked after but immediately after being
looked after becomes subject to an adoption, child arrangements of special guardianship
order will be given first priority in oversubscription criteria of all applicants in accordance
with the Schools Admission Code. This also includes those children who appear to have
been in state care outside of England and ceased to be in state care as a result of being
adopted. A looked after child is a child who is (a) in the care of the local authority, or (b)
being provided with accommodation by a local authority in the exercise of their social
services functions (as defined in Section 22(1) of the Children Act 1989).

Admission of Children living overseas
All children of compulsory school age (5 to 16 years) in the UK have a right of access to
education. However, where the child is in the UK for a short period only, for example less
than half a term, it may be reasonable to refuse admission to a school.
Children who hold full British Citizen passports (not British Dependant Territories or British
Overseas passports), have a passport endorsed to show a right of abode in the UK or are
European Economic Area nationals normally have unrestricted entry to the UK. An
application for a school place will be accepted for such children even though they may not
be a resident in the UK at the time of application. The application may however be
processed on the basis of the overseas address.
If an applicant meeting this criterion owns a property in Essex but is not living in it, but
intends to take up residency at the Essex home before the start of the relevant term, then
evidence of this address must be provided for the application. Any offer of a school place
will be conditional upon receipt of evidence of taking up residency at that property in Essex.
Other children from overseas do not generally have automatic right of entry to the UK. An
application for a school place will not therefore be accepted until they are resident in the
UK.
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Nursery Classes
Please note that attendance at a nursery attached to a school does not guarantee
admission to the school.
Applications for a place at Kelvedon Academy Nursery and Finchingfield Academy Nursery
are made directly to the chosen nursery. Nursery application forms can be found on the
schools’ websites (see page 2).

Catchment area
Each school as a clearly defined catchment area. Details of the catchment area of each
school within the Canonium Learning Trust can be found on the schools’/Trust’s website.
To find out your postcode catchment school use the following website:
https://www.essex.gov.uk/find-a-school
Living in a school’s catchment area is not a guarantee of a place at that school.

Distance tie-breaker
Straight line distance is used to prioritise applications. Straight line distance is measured
from the address point of the home address to the address point of the school. (See
Address section for the definition of the home address.) If your child’s time is split equally
between two homes, the address of the home at which they reside for the majority of the
school nights would be used to measure the distance between the school and home.
In the event of two applicants with identical distances being considered for a final place at a
school, or for a place on the waiting list the place will be offered to one applicant on the
basis of lots drawn by an officer of the Trust not involved in admissions, with the exception
of twins, triplets etc.
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Decisions
Each school has a Published Admission Number (PAN) which is the maximum number of
children the school can admit in each year group. If there are more applications than the
PAN then the schools’ oversubscription criteria will be applied. This is a set of rules against
which applications are prioritised.
Each school has an individual Admission Policy with differing criteria.

Infant class size legislation
The law requires all primary and infant schools to ensure that there are no more than 30
pupils in an infant class with one teacher. This has led to schools removing their guarantee
of a place for priority admission area children. The legislation restricts the circumstances
under which appeal panels can uphold an appeal for an infant place.

If your child is not offered a place
If your child is refused a place at a Canonium Learning Trust school your child’s details will
be held on a waiting list for the reminder of that academic year. If a place becomes
available for them at a later date during that academic year you will be contacted and a
place offered (assuming that all details remain the same as on the original application.) The
Trust reserves the right to reverse this offer if it is found that information provided has not
been updated, which changes the position on the waiting list, according to the Admissions
Policy criteria for each school.
Your child’s position on a waiting list can change, up or down, as a result of an offer of a
place being made or because of new applications being received which have a higher
priority against the criteria.
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If you need to appeal against an admission decision
You have the right of appeal for any school
named on your application that has not
offered your child a place. Appeals should
be lodged within 20 school days of being
refused a place. More information is
available on the website
www.essex.gov.uk/admissions
We understand that you may wish to appeal
if your child has not been offered a place at
your preferred school, but you should
carefully consider your reasons for your
child attending the school, particularly
where the infant class size limit of 30 pupils
is concerned.
Legislation is in place to enable schools to
meet the requirements that there will be no
more than 30 pupils in an infant class with
one school teacher. This restricts appeals
panels to only allow successful appeals on
one of three grounds where admission
would exceed the class size limit, either:

 It finds that the admission of
additional children would not breach
the infant class size limit; or
 It finds that the admission
arrangements did not comply with
admissions law or were not correctly
and impartially applied and the child
would have been offered a place if
the arrangements had complied or
had been correctly or impartially
applied; or
 It decides that the decision to refuse
admission was not one which a
reasonable admission authority
would have made in the
circumstances of the case.
This means that an appeal for a place in
Reception year, Year 1 or Year 2 has
limited grounds for success where the
admission authority’s grounds for
refusal is based on infant class sizes of
30. It is advisable that you consider
carefully whether to submit an appeal
in such a case to avoid unnecessary
disappointment.

After you have made your appeal
You will be advised by the clerk to the appeal panel in advance of the date of your meeting
called a ‘hearing’. School admissions cannot assist you with information on the date and time
of your appeal. Wherever possible the appeal hearing will take place in the area local to the
school to which you are appealing. You are encouraged to attend in person to present your
case. If you do not attend, and do not inform the clerk, the panel may consider your appeal in
your absence. This means that the panel won’t be able to ask you any questions to clarify their
understanding of your case and you will not be able to add anything beyond what is in your
written case, so they will not be able to take account of that when making their decision. If you
wish you may bring a friend, relative or representative to support you. Before the hearing you
will be sent a written summary of the admission authority’s case for not being able to offer you
child a place at the preferred school.
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At your hearing
There will usually be three panel members who will be introduced to you. A clerk will also be
present to record the panel’s decisions and advise on the law and procedure. A representative
of the Canonium Learning Trust will present the case for not offering a place.
The panel will have copies of your appeal (plus any letters or additional information you may
have sent in support of the appeal) together with information on why the school has not been
offered. If you attend, the hearing will usually follow this pattern:







The school’s case for not offering a place will be presented;
You, or your representative, may ask questions;
You, or your representative, will present your case;
You may be asked questions
The school’s case will be summarised;
You, or your representative, will be given the opportunity to summarise your case.

It is important to remember that the appeal is for a place at your preferred school, not against
a school that has been offered. It is important that you ensure that the panel understands your
reasons for wanting the school you are appealing for.

The decision
In non-infant class size classes, the panel will, firstly, decide whether the admission authority
has demonstrated why it cannot admit any more children. If the panel is satisfied that the
admission authority has proven this, it will go on to consider all the points you have made. The
second part of the hearing is based on balancing the need of the individual child against the
effect on the school of admitting another child.
For infant class sizes, the appeal panel can only uphold the appeal on the grounds shown on
the previous page.
The clerk will write to you, usually within five working days of the hearing, although this may
not be possible where there are multiple appeals for one school, telling you of the appeal
panel decision and the reasons for it. The decision is binding on both parties.
If a parent has already had an unsuccessful appeal in the same academic year, another
application cannot be considered for the same school in the same academic year unless there
have been significant and material changes in the circumstances of the parent, child or school,
which could warrant a new application. These changes have to relate to the new application
and not be connected with the result of the first application.
For Academies, the Education Funding Agency can investigate complaints of
maladministration.
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Special educational needs and disabilities
‘Essex County Council wants to make sure that every child and young person in our schools/academies or settings, whatever their
circumstance or ability, has a sense of belonging, feels respected, and is valued for who they are. We want to give children skills,
knowledge and confidence to enable them to move on to the next phase of learning and life with success.’ (From Essex schools
accessibility strategy 2019 to 2022)

The Local Authority has additional
responsibilities for children with special
educational needs and disabilities (SEND). An
assessment of these needs may lead to an
Educational, Health and Care Plan (EHCP)
being issued. Most children with an EHCP,
who have significant SEND attend a special
school or a mainstream school with additional
special provision. For further details about
the statutory assessment procedures or SEND
in Essex please refer to the local offer
website; www.essexlocaloffer.org.uk
If your child has or is currently being assessed
for an EHCP, you will have discussed the most
suitable school and the range of options
available with the SEND Operation Team. If
you think that your child may have SEND you
should first speak to the Special Educational
Needs and Disability Coordinator (SENDCO) at
your child’s present school.
My child has an EHCP. How do I apply?
If your child already has an EHCP, they will be
allocated a primary school by the SEND
Operations Team as part of their EHCP. Whilst
you will have the opportunity to express
preferences for your preferred school(s), you
should do this as part of the discussions
following the issue of the proposed EHCP.
You must not submit an application through
the main admissions process.
More information is available on the website:
www.essexlocaloffer.org.uk

Where do I go for support and more
information?
Essex County Council’s Local Offer provides
information for children and young people
with special educational needs and disabilities
(SEND) and their parents or carers in a single
place. www.essexlocaloffer.org.uk
The local offer is for:





Children and young people with special
educational needs and/or disabilities (SEND)
Children and young people from birth to 25
years
Their parents and carers
Practitioners and professionals

The local offer will:






Make it easier to find out what you need to
know
Help to be less dependant on other people or
word of mouth
Help you find the nearest and most suitable
services
Help you ask the right questions
Help you to provide feedback about what is
needed, raise concerns or make a complaint

The school SENDCO (Inclusion Leader) can
discuss if the school is suitable for your child
and whether the school is able to offer the
appropriate provision. (Contact details for the
individual schools can be found on page 2.)
SEND transport arrangements
Arrangements for free home to school
transport can be found online at:
www.gov.uk/schooltransport
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MID-YEAR APPLICATION PROCESS FOR CANONIUM TRUST SCHOOLS SUMMARY
From 1st April 2022

Application forms for each school in the Trust can be found on the School and Trust websites (in an electronic and
printable form). Completed forms to be posted by parent/carer to Admissions, Canonium Learning Trust, Kelvedon
Academy, Docwra Road, Kelvedon, Colchester, Essex, CO5 9DS; or emailed to admin@canoniumtrust.com

Application and proof of address received by
Canonium Learning Trust from parent/carer

School / Trust considers
parent/ carer application
admin@canoniumtrust.com

School has a space to offer
CLT send offer letter to
parent - this should be
done within 10 school
days & must do within 15
school days

No Space Infant Class Size
Refusal
CLT send Infant Class Size
Refusal Letter - this should be
done within 10 school days
and must be done within 15
school days

No Space KS2
Year Groups 3-6
CLT send Normal Refusal Letter
– this should be done within 10
school days and must be done
within 15 school days

Child added to school’s waiting list for reminder of the academic year

CLT send copy of the appropriate
offer/refusal letter to ECC school
admissions inbox within 2 school days of
sending to parent in accordance with legal
requirements
admissions@essex.gov.uk

If an offer is made,
applicant must contact
school directly within 2
weeks of offer letter, to
accept or refuse offer.
Child is expected to start
school within 10 days if
accepted. *

*Once an offer of a place has
been made it may be withdrawn
in certain circumstances such as:
failing to respond to an offer
within two weeks; Making an
intentionally misleading or
fraudulent claim (e.g. falsely
claiming to live in a catchment
area: even if the child has started
at the school, they may be asked
to leave); Where a place was
offered in error: but the local
authority has only a very short
space of time to withdraw the
offer in this case.

Parents/Carers have the right to
appeal against admission decisions
to an Independent Appeal Panel.
Information about how to appeal
against a refusal of a school place
will be sent within the refusal letter.
(Link to online advice with ECC.)
https://www.essex.gov.uk/afteryour-school-offer/appeals
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Unless there is a significant and material change in circumstances a second application received in the same academic year does not have to be
determined by the school and no second right of appeal will be given. When there are more applications, received on the same day, than the number of
places available the school’s admission criteria will be used to determine any offers that can be made.

