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This booklet gives information to parents/carers of guidelines on enrolment and placing request procedures in the primary sector.

This booklet will help explain how these procedures are dealt with by the Council and explain how:

· to enrol your child at the commencement of their primary education at Primary 1 stage 

· we plan for children with additional support needs

· to make a placing request at any stage to any primary school within the Dundee City Council boundary.

We hope the leaflet answers most of your questions.  If you want more information, have any queries or wish to discuss any part of this leaflet please telephone the Education Department Helpline on 01382 433292 or email susan.cruickshank@dundeecity .gov.uk  who will deal with your enquiry in the first instance.

For ease of understanding, throughout this booklet a parent, carer or guardian will be referred to as parent.

The information within this booklet is written in the form of questions and answers.



If my child attends a Nursery School/Unit/Class attached to a primary school is my child entitled to attend that primary school?
Nursery Schools/Units/Classes do not have catchment areas.  Attending a Nursery School/Unit/Class does not give any entitlement to attend the attached primary school.

You would be entitled to attend that Primary School only if you live in the 
catchment area of that Primary School. 

If my child is in nursery, do I have the right to send him/her to our local primary school?

There should normally be no difficulty about children starting their local catchment primary school. 
My child is in nursery, do I have the right to send him/her to a school other than the catchment school?
Although it is usual for children to attend their local catchment area school, parents have the right to request that their child/children be placed in a school other than their local catchment school by making a Placing Request.

When do I need to use a Placing Request form?
A Placing Request form must be completed on all occasions, with the exception of new primary one entrants going to their catchment school. 

How do I know when to enrol my child at my local school (known as your catchment school) to start their primary education?
An advertisement will appear in the local press around the beginning of December.  Parents should contact their appropriate catchment school to enrol their child for commencement of their primary education in August of the following year.
Note: You must enrol before the first Monday in February or we may not be able to give you a place later. Any requests made after this date will still be considered, but it is possible that places in certain schools may no longer be available.

What age should my child be when they start primary school?

Any child who will be five on or before the date of the beginning of the Autumn Term (usually a date in mid August) must be enrolled in a primary school.

What happens if my child is aged five between the start date in August and the end of February the following year?

Your child would still be eligible to start school in August and you should enrol them in the catchment primary school.

However, you may wish to delay your child’s entry to school if you think that they are not ready to start.  You should discuss this with staff at your child’s nursery who will be able to help you make the best decision for your child.  If you decide to delay your child’s entry to primary school you will be able to withdraw your child’s enrolment application.

Note: Parents do not have a statutory right to make a placing request for a child who has not reached the age of 5 by the end of the February following the August start.  However, if you chose to do so, you do not have statutory rights to appeal should the placing request be refused.
What is the procedure for enrolling my child in their catchment school.
Parents should contact the appropriate local primary school. When you enrol your child, you will need to take with you
· Your child's birth certificate

· at least one item of proof that you live permanently at your address e.g. Proof of house purchase with entry date, missive of let, Council Tax Letter, Child Benefit/Tax Credit Letter or account bearing your name and address, dated within the last 2 months. (Where a child is to move into the catchment area of a school the child will be treated as living at the proposed address from a date 4 weeks before the move.  Details of the move shall be required from the legal representative acting in the purchase/lease).  

· If you are enrolling at a denominational school and your child has been baptised you should also take their baptismal certificate.

Please note that these must be the original documents. Photocopies are not acceptable.

Your child will be awarded the following priority:

Priority 1
Children normally resident within the catchment area of the specified school.

When will I be told if my child has been granted a place in their catchment school?
There should normally be no difficulty about children starting their local catchment primary school. The appropriate school will contact the parent direct with details of their induction day in June. If a problem does arise, the Education Department will contact the parent at the earliest possible date.
What is the procedure for enrolling my child in a school other than their catchment school?

While parent's wishes will be met wherever possible, the number of places in any particular school may be limited.

Application for the above must be made by filling in a Placing Request Form. These forms are available for collection from your local primary school or from Reception, Floor 2, Tayside House, 28 Crichton Street, Dundee DD1 3RJ. The following documentation must also be provided:
· Your child's birth certificate

· at least one item of proof that you live permanently at your address e.g. Proof of house purchase with entry date, missive of let, Council Tax Letter, Child Benefit/Tax Credit Letter or account bearing your name and address, dated within the last 2 months. (Where a child is to move into the catchment area of a school the child will be treated as living at the proposed address from a date 4 weeks before the move.  Details of the move shall be required from the legal representative acting in the purchase/lease).  

· If you are enrolling at a denominational school and your child has been baptised you should also take their baptismal certificate.

Please note that these must be the original documents. Photocopies are not acceptable.
Based on the information provided, your child will be allocated one of the following priorities
Priority 2
Children not normally resident within the catchment area of the specified school, but having a brother or sister (or relative permanently living at the same address as part of an extended family) in attendance at that school. See Note 1.
Priority 3
Children not normally resident within the catchment area of the specified school and having no brother or sister (or relative permanently living at the same address as part of an extended family) in attendance at that school. See note 1.
                      Note 1
provided that the member of the extended family for whom the            placing request has been made has lived within that extended family for a period of at least 2 years.  

N.B.
Please note that for Primary 1 entrance the following August a sibling must be in the present Primary 1 to Primary 6.

When will I hear if my child has been granted a place?
Parents will be notified in writing by the Education Department by 30 April as to the success or otherwise of their placing request.. If no written decision is received by 30 April, the Council is deemed to have refused your application. If your placing request has been refused or deemed to have been refused, details of the appeal procedure will be made available to the parent.
If the placing request is successful parents must arrange and pay for any transport to and from the school. Furthermore, if a placing request for a non-catchment primary school is successful, there is no priority 1 status for the catchment area secondary school. Your priority 1 status relates to the secondary school which your chosen primary school feeds.


What is the procedure for enrolling my child in their catchment school or school of choice?
Application for the above must be made by filling in a Placing Request Form. These forms are available for collection from your local primary school or from Reception, Floor 2, Tayside House, 28 Crichton Street, Dundee DD1 3RJ. Placing Requests will be dealt with by the Education Department. We will try to grant your request provided there are spaces at the schools you choose.  Placing requests will not be granted if there are grounds for refusal (see page 11) A Placing Request can be made for any primary school: however, a request can not be made for a specific class or specialist provision accessed by pupils in a specific school.

The following documentation must also be provided:

· Your child's birth certificate (not required if your child already attends a local authority school in Dundee)
· at least one item of proof that you live permanently at your address e.g. Proof of house purchase with entry date, missive of let, Council Tax Letter, Child Benefit/Tax Credit Letter or account bearing your name and address, dated within the last 2 months. (Where a child is to move into the catchment area of a school the child will be treated as living at the proposed address from a date 4 weeks before the move.  Details of the move shall be required from the legal representative acting in the purchase/lease).  

· If you are enrolling at a denominational school and your child has been baptised you should also take their baptismal certificate.

Please note that these must be the original documents. Photocopies are not acceptable.

Based on the information provided, your child will be awarded one of the following priorities:
Priority 1
Children normally resident within the catchment area of the specified school.

Priority 2
Children not normally resident within the catchment area of the specified school, but having a brother or sister (or relative permanently living at the same address as part of an extended family) in attendance at that school. See Note 1.
Priority 3
Children not normally resident within the catchment area of the specified school and having no brother or sister (or relative permanently living at the same address as part of an extended family) in attendance at that school. See note 1.
                      Note 1
provided that the member of the extended family for whom the            placing request has been made has lived within that extended family for a period of at least 2 years.  
 When will I know if my child has been granted a place?
Legally, the Education Department has 60 days to advise if a placing request has been successful. If you do not receive a written decision within that time, the Council is deemed to have refused the placing request. However, every effort is made by the Department to deal with the request in a much shorter timescale. Notification will be made in writing advising of the outcome. If refused, please refer to notes on page 14. 
If the placing request is successful parents must arrange and pay for any transport to and from the school. Furthermore, if a placing request for a non-catchment primary school is successful, there is no priority 1 status for the catchment area secondary school. Your priority 1 status relates to the secondary school which your chosen primary school feeds.

Placing requests (procedure as per above) are accepted from parents wishing to move their children in primary 7. However, in terms of maximising continuity and minimum disruption, the Education Department would not expect a child to transfer schools in primary 7 unless a change of address had taken place.
When do I know which secondary school my child will transfer to?

You will be advised by the Head Teacher of your child’s primary school at the beginning of December which secondary school your child is expected to transfer to.  Parents can then decide whether or not to request to send their child to another secondary school. Placing requests must be made before the February date given in the advertisement or we may not be able to give you a place later.  Unless you are making a request you do not have to do anything else.
A list of secondary schools and their feeder primary schools is shown on page 15 of this guide.


What happens if my child has assessed additional support needs 

Planning to support your child’s additional support needs will be documented within an Individualised Education Programme and possibly a Co-ordinated Support Plan.  As part of the planning process you will be involved in ongoing assessment with your child's nursery school, the Educational Psychology Service and other appropriate professionals to identify support requirements of your child.  Almost all pupils with additional support needs attend their local catchment school.  For a very small number of children specialist provision is required.

What happens if assessment indicates that my child requires more specialist provision?

Dundee has limited access to specialised educational placements within the city.  In 

exceptional circumstances specialised placements will be discussed with families and a placement will be offered based on the additional support requirements of your child. 

How are decisions made regarding specialist placement?

The process of identifying children who require consideration for specialist provision must be open and transparent.  It is the responsibility of the Education Department to decide if a child will transfer to specialist provision.

The decision to place a child in a school other than their local catchment school will be based on an overview of the City's provision, the information gathered at the transition planning stage and the noted views of the pupil and family.  The process is guided by a multi-agency team which meets to discuss the evidence presented for each child under consideration.

How are parents involved?

Parents are part of the shared assessment and planning for transition, which
informs the multi-agency, Resource Management Panel.

What happens if we do not agree with the specialised placement offered?

As with all parents, you can decide whether or not to request to send your child to a school other than your local catchment school or the specialist placement offered.  You would, therefore, need to make a Placing Request for the school of your choice.  This Placing requests would be dealt with in the same way as any mainstream requests, and must be made before the February date indicated in the letter of proposed placement.


As a parent you might ask:

How do I know if my child has assessed additional support needs?

You will either have requested an assessment or been invited to be part of an assessment by Education or one of our partner agencies i.e. Health, Social Work, to identify if your child has additional support needs.

How do I know if my child has an assessed disability/illness?

You will either have requested an assessment or been invited to be part of an assessment by Education or one of our partner agencies i.e. Health, Social Work.  If the assessment is then confirmed by a diagnosis, which is regarded as a disability under the Disability Discrimination Act 2005 then your child can be said to have an assessed disability.  
Your child may also have additional support needs arising from an illness which impacts on your child's ability to make the most of their education.

How do I know if my child is deemed "Looked After at Home"?

A child who is Looked After at Home is the subject of a compulsory supervision order but lives within the family home.  A compulsory supervision order can only be imposed by a Children’s Panel.

How do I know if the child is deemed to be "Looked After away from Home"?

A child who is Looked After away from Home is the subject of a compulsory supervision order but lives in a home other than the family home.  A compulsory order can only be imposed by a Children’s Panel.


Once your child has enrolled in a Local Authority school, application, by way of a completed placing request, can be made at any time to transfer schools. If you are coming from outwith Dundee, application will be accepted 4 weeks before you move into your new address. 

Within denominational schools, places in each priority category will be allocated first to children who have been baptised into The Roman Catholic Church and thereafter to other children within that category.


The Council reserves places in certain schools for children who may move into the 

catchment area of the school in the course of a session. The Council can only reserve a set number of places that they consider could reasonably be required for pupils likely to move into the catchment area in the period up to and including the forthcoming year.

If, during the course of your child’s schooling, you move house into an area where the local school is very popular, you may find that the school is already full.  In those

circumstances, you may have to wait until someone else moves out and there is a place for your child.  We will arrange for him or her to remain in their present Dundee primary school or attend a different school in the meantime.

When it is necessary to refuse some placing requests for a school, the following will apply. Please note that for Primary 1 children only, admission requests received up to the February date given in the advertisement  are dealt with on distance from school. All other requests are held in chronological order.

Priority 1 Children (all stages) The names of Priority 1 children whose placing requests have been refused will be put on a waiting list in order of the date on which their placing request was refused.  For example, a child whose placing request was refused on 1 May will have a higher priority than a child whose placing request was refused on 1 June.  If a place subsequently becomes available at the school it will be allocated to the child on the waiting list who has the highest priority.  In the event of there having been two or more placing requests refused on the same day the child whose normal place of residence is closest to the school will have priority over the other children.  In the case of flatted or multi story accommodation, priority will be given in the order Flat 1 before 2 or Flat A before B.  

Priority 2 and 3 Children (Primary 1 only) The names of Priority 2 and 3 children whose placing requests have been refused will be put on a separate waiting list in order of the distance of their normal place of residence from the requested school.  For example, a child who lives one mile from the school will have a higher priority than a child who lives two miles from the school.  If a place subsequently becomes available at the school and there are no children on the Priority 1 waiting list it will be allocated to the child on the Priority 2 waiting list who has the highest priority.  If there are no children on the Priority 2 waiting list it will be allocated to the child on the Priority 3 waiting list who has the highest priority.   The waiting list for Priority 2 & 3 pupils will continue in force until last day of the 1st school term. 

If a placing request is refused, that decision will be intimated to parents in writing along with the reasons for it.

The Council has the right to refuse a placing request:-

(a) If placing the child in the school would:-

(i) make it necessary for the Council to take an additional teacher into employment;

(ii) give rise to significant expenditure on extending or otherwise altering the accommodation at or facilities provided in connection with the school;

(iii) be seriously detrimental to the continuity of the child’s education;

(iv) be likely to be seriously detrimental to order and discipline in the school;

(v) be likely to be seriously detrimental to the educational well-being of pupils attending the school;

[Please note that the reason given above is a formal quotation from the Education Act which we are obliged to use.  In no way does it imply that your son or daughter will personally endanger the educational well-being of the pupils in any school.  It would be the case, however, that to admit more pupils to any school that it can accommodate would be likely to have adverse effects on the educational well-being of its pupils].

(vi) assuming that pupil numbers remain constant, make it necessary at the commencement of a future stage of the child’s primary education, for the Council to elect either to 
(vii) create an additional class (or an additional composite class) in the school or to take an additional teacher into employment at the school.

(viii) though neither of the tests set out in sub-paragraphs (i) and (ii) above is satisfied, have the consequence that the capacity of the school would be exceeded in terms of pupil numbers.

(b) if the education normally provided at the school is not suited to the age, ability or aptitude of the child;

(c )
if the Council has already required the child to discontinue his/her attendance at the school;

(d) if, where the school is a special school, the child does not have special educational needs requiring the education or special facilities normally provided at that school; 

(e) if the school is a single sex school (within the meaning given to that expression by section 26 of the Sex Discrimination Act 1975) and the child is not of the sex admitted or taken (under that section) to be admitted to the school; or

(f) where the acceptance of a placing request in respect of a child who is resident outwith the catchment area of the school would prevent the Council from retaining reserved places at the school or in relation to any particular stage of education at the school.  (Reserved places are defined as those number of places as are in the opinion of the Council reasonably required to accommodate pupils likely to become resident in the catchment area of the school prior to and during the school year to which the placing request relates).

(g) the specified school is a special school and the child does not have additional support needs requiring the education or special facilities normally provided at that school and;

(h) the specified school is not a public school, the authority can make alternative provision for the child's additional support needs as it is not reasonable to place the child in the specified school having regard to the suitability and cost of the provision there and in the school the child would otherwise attend, and the child has been offered a place.
What happens then if a place becomes available?

If a parent has requested that their child's name is placed on a Priority 1 waiting list and a place becomes available in the catchment primary school, it will be offered to a child on that list.  If it is to be offered to your child, you will be contacted by letter and asked to consider the offer.  If you accept the place for your child, arrangements will be made for him/her to move to this school. 

What happens if I now refuse the place?

If you refuse the place the Council will withdraw any transport arrangements it may have in place for your child, and you will be responsible for arranging and paying for transport to and from school.

You will also give up the right to your catchment secondary as a priority 1. e.g.
 If you move into Primary A’s catchment area and there is no place available for your child and you attend Primary B, if a place then becomes available in Primary A and you refuse it, your child will transfer to Secondary B and will give up entitlement as a priority 1.  
What if my child is in P7 and I want to refuse the place?

As previously advised, In terms of maximising continuity and minimum disruption, the Education Department would not expect a child to transfer schools during P7.  Therefore, they would be offered a place at both appropriate secondary schools. 


If you wish to challenge the Council’s refusal of your placing request, you may appeal against it and if you choose to exercise that right, you should write to the Clerk of the Education Appeal Committee, 21 City Square, Dundee DD1 3BD within 28 days of receipt of the letter of refusal.

The Council is required by statute to set up and maintain an Education Appeal Committee.

The Education Appeal Committee is currently made up of three members being an independent Chairperson, an Elected Member and a member of a Parent Council.  Your appeal will be dealt with by the Clerk of the Education Appeal Committee who will contact you with details of the Education Appeal Committee hearing.


You can obtain a placing request form from any school or from:-

Reception, Floor 2, Tayside House, 28 Crichton Street, DUNDEE 

Or by telephoning 01382 433292 or e-mail  susan.cruickshank@dundeecity.gov.uk

Where do I send the completed Placing Request form?

You should send the completed placing request form with your documents to:-

Anne Wilson, Director of Education, Floor 8, Tayside House, 28 Crichton Street DUNDEE  DD1 3RJ.

If you wish you can deliver the form yourself and remember to bring with you any documents we have asked for.


SECONDARY SCHOOLS


ASSOCIATED PRIMARY SCHOOLS

Baldragon Academy
Ardler, Brackens, Downfield, Macalpine, Sidlaw View, **Strathmartine

Braeview Academy
Fintry, Longhaugh, Mill of Mains, Newfields, Whitfield

Craigie High School
Claypotts Castle, Craigiebarns, Rowantree 

Grove Academy
Barnhill, Eastern, Forthill

Harris Academy
Ancrum Road, Blackness, Park Place, 


Rosebank, *Invergowrie

*Lawside Academy
St Clement’s, St Columba’s, St
  (St Paul's)
 Fergus, St Margaret’s

Menzieshill High School
Charleston, Gowriehill, Hillside, Lochee, *Abernyte, Inchture, Longforgan


** Auchterhouse, Birkhill, Liff

Morgan Academy
Clepington, Dens Road, Glebelands

St John’s High School
Our Lady’s, St Joseph’s, St Mary’s, 

SS Peter and Paul, St Ninian’s

*St Saviour’s High School


St Luke’s & St Matthew’s, St Pius,
  (St Paul's)




St Vincent’s

*  Lawside and St Saviour's will merge to form St Paul's during the 2008/09 

    session.
*   In Perth & Kinross Council
**  In Angus Council
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