
Home Address

The address used in an application must be that where an adult or adults with legal responsibility for the child
live, as described in the admissions policy.  However, we may not use this if we consider it to be an address of
convenience.

All school admission applications are subject to address checks to ensure school places are allocated fairly and
in accordance with published admission arrangements.  These checks may be made using council systems, agen-
cies, fraud departments, other education settings, or other resources available to us. Applicants may also be
asked to provide additional evidence to support their application.

We will not accept possible future addresses as a basis for allocating school places.  If you move after submitting
your application you must inform the School Admissions Team within two weeks of your move so that your ap-
plication is considered using the correct address for school admission purposes.

It is for the home Local Authority to determine if, on the balance of probability, the address given on an applica-
tion is a child’s normal place of residence or is considered to be an address of convenience. Some examples of
circumstances which may be considered an address of convenience are:

 using the address of a relative, friend, childminder or business
 using the address of a parent with whom the child spends the minority of the week * see shared or joint

residence
 purchasing a new property or renting accommodation and using this address in order to gain a school

place, whilst continuing to own or rent an alternative property.
 owning a property which is or has previously been used as your home address and applying from another

address in order to gain a school place, but still retaining ownership of the initial property
 use of a local address whilst the child lives overseas * see applications from abroad

In making a decision, the following factors will be taken into account alongside any evidence seen during the
address checking process:

 the preference schools and if they are oversubscribed
 if the address being used gains an advantage in the admissions process
 the distance of the properties to the preference schools
 the length of time the arrangement has been in place
 current education providers and services working with the family
 any state benefits in payment

If an address of convenience is found to have been used, the home Local Authority will determine the address
to be used based on the evidence found in their investigations. Where this address or preference schools fall
within another Local Authority, they may be consulted in the decision.

If a fraudulent address or address of convenience is found to have been used after the allocation of places, any
offer made will also be withdrawn, and this may be the case even if your child has started at the school.

If you are not registered to pay council tax, either because you are not liable or have recently moved, you will
be asked to provide:

 A mortgage statement/tenancy agreement

and two of the following:

 Recent utility bill – gas/electricity/water/ TV licence

 Credit card statement

 Driving licence



 Entitlement to benefits letter e.g. Child Benefit (pages 1&2)/Child tax credit/Housing benefit/Income support/
Jobseekers allowance

 Inland Revenue document

 Pay slip/P45/P60 (not more than 1 of these)

 Car/House Insurance certificate

 NHS medical card/GP registration

 Electoral register

 A letter confirming placement at your address from Social Services/National Asylum Support Service/United King-
dom Border Agency/Housing Department.

Any proof of address provided must show the full name and match the details provided at the time of applica-
tion.

Any supporting information not in English language must be accompanied by a certified translation.

If we are not satisfied with the documentation provided, we reserve the right to ask for additional evidence of the
address used for your application.

Shared or joint residency

Where a child lives with parents with shared parental responsibility, each for part of a week, the address where
the child lives is determined using a joint declaration from the parents stating the pattern of residence. The dec-
laration (including the addresses of both parents) must be submitted at the time of making the original applica-
tion.

If a child’s residence is split equally between both parents, then parents will be asked to determine which resi-
dential address should be used for the purpose of admission to school. If no joint declaration is received and the
residence is split equally by the closing date for applications, Hounslow will consider the address of the parent
who is in receipt of Child Benefit or if Child Benefit is not being received, the address at which the child is regis-
tered with a doctor (GP.) You must send us a copy of your latest benefit entitlement notice or your child’s medi-
cal card. We may also ask for further evidence if required.

If the residence is not split equally between both parents then the address used will be the address where the
child spends the majority of the school week. It is for the home Local Authority to determine the address to be
used for the allocation of a school place.

Applications from abroad

This policy does not apply to Crown Servants, who are dealt with under the statutory provisions of the School
Admissions Code * see Members of UK Armed Forces and Crown Servants.

Applications with an overseas address will not be accepted for processing unless we are satisfied that there is
evidence of a link to an address in the London Borough of Hounslow. Such a link should satisfy the terms under
the child’s home address, and must not be the address of a friend, relative or other address of convenience un-
less there is evidence it will be a permanent arrangement. It is for the Local Authority to determine whether
there is a link to an address.



Where we are satisfied that there is evidence of a link to an address in the London Borough of Hounslow, we
will also need to be satisfied that the child will be resident at the address used on the application on or before
the date of admission (1 September.) Evidence must be submitted to verify this.  Evidence might include

 Booked flights
 End of lease /notice to tenants in property
 Start of employment contract in London/SE area
 End of employment contract abroad

If you do not return to the linked address by 1 September, Hounslow will withdraw the application and any offer
of a school place.


