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	1. Introduction

	This local procedure will explain and clarify the process for admission and referral to our services. All Referrals for admission to Roehampton Gate School and Putney Vale Campus are initiated by the referral coordinator and passed onto the Leadership Team. Referrals are first screened for overall site suitability and vacancies within the range of provisions. Following detailed feedback from SLT, the Headteacher and SENCO, the school’s interest to proceed or decline is passed to the referring body.

Referral Coordinator will have started a Record to track the information collated at every assessment stage. 

The referral process from start to finish should be transparent to all involved and completed within an efficient and timely manner. 

The needs of both the child being referred and the existing cohort should be at the centre of all admissions decisions. 


	1. Referral process and associated time frames

	
· Local Authority Referral is made to the referrals coordinator and is initially reviewed by them. If deemed to be appropriate within the remit of RGS and PVC, the referral and all supporting documentation is passed to the Headteacher and SLT. This will be completed within 48 hrs of initial referral. 

· The schools SLT, will complete a Referral Record to indicate whether needs could potentially be met at the school. The Headteacher will confirm if the assessment process can be initiated. Email notification of this will be sent back to the Referral Coordinator. 

· Assessment –Visit to the school –the Referrals co-ordinator will arrange an ‘Assessment’ visit to current placement. This will take place with a member of SLT, or a member of the Pastoral Team where appropriate. The meeting will allow school staff to discuss and carry out assessments through observation and conversation with the pupil.  The Assessment record will be completed and discussed with SLT after the visit to decide on next steps: Further Internal visit, offer of placement or decline. The outcome and Assessment Record will be emailed to the Referral coordinator who will advise the Local Authority.


· Offer of placement – Headteacher to confirm via email to referral coordinator that offer is to be made and the fee required. Referral coordinator will draw and send offer to Local Authority. 

· Decline – Headteacher to submit detailed reason for decline to referral coordinator who will advise Local Authority

· Tribunal - Some places require evidence to be given at an Educational Tribunal Court. This evidence will be presented by the assessor leading the case and attendance can only occur during term time and with a suitable amount of notice being given. Requests must be made by legal teams by email and a full court bundle sent to the assessor at least 2 weeks prior to the Tribunal court occurring. 


	1. Criteria for admission

	
All young people must meet the criteria set out in the school prospectus for the service offering admission.

Suitability for admission will also be decided upon based on the needs of not only the young person being referred but also the current cohort within the school and the potential impact that admission could have on their well-being and progress. 

History of extreme violence, aggression or arson resulting in a criminal conviction, diagnosis of primary drug or alcohol dependency will not be considered for admission. 



	1. Admission procedure- Baseline and Induction

	
Following an acceptance of a placement offer by a placing authority, the Assistant Head will confirm the start date to the referral coordinator with approval from the Headteacher. The referral coordinator will confirm the date with the Local Authority. 

All checks to be completed in terms of information on the young person. This includes medical information, NHS health care plans (where required), details of Social Workers (where required), latest Annual Review and any subsequent CIN/CP plans that may exist. 

A placement will not be able to start until all the points within the admissions checklist are covered. 

The Assistant Headteacher will contact the family and arrange an induction and transition plan for the young person, the induction will consist of baseline assessments which can be carried out over two half days. 


Day 1 focuses on cognitive assessment using CATs to understand the pupil’s profile and generate indicative GCSE predictions, while Day 2 assesses reading, spelling, maths and attitudes to learning through NGRT, NGST, PTM and PASS. This data helps identify attainment levels, emotional readiness, and any immediate literacy or numeracy gaps so that appropriate provision and reasonable adjustments can be put in place. 

All baseline information, along with key points from the pupil’s EHCP, is collated and shared with staff within the first week. This includes reading and spelling ages, engagement insights from PASS, predicted GCSE scores, and required adaptations or therapeutic support. Where pupils have been out of education or experience significant anxiety, a time limited reduced timetable may be agreed with families to support a successful transition. This flexible plan identifies key adults, safe spaces and attendance expectations, and is reviewed after one to two weeks so pupils can move gradually toward increased or full attendance.‑limited reduced timetable may be agreed with families to support a successful transition. This flexible plan identifies key adults, safe spaces and attendance expectations, and is reviewed after one to two weeks so pupils can move gradually toward increased or full attendance.

By weeks five to six, staff contribute round robin feedback covering engagement, progress and emotional presentation, which informs the drafting of a pupil passport summarising the provisions from their EHCP e.g. therapy provision along with the offer from the curriculum and behaviour that the school has identified. At the six-week review meeting, parents/carers and the pupil help finalise this document with the Assistant head. The DSL will liaise with parents to complete an Individual Risk Assessment form. The completed passport and risk assessment is shared with all staff. The my passport is incorporated into provision mapping and APDR processes. The overall induction and baseline process is monitored by senior leaders to ensure it remains effective, supportive and aligned with best practice for pupils with SEND.

Within the first half term, the young person will also undertake a full OT and SALT assessment with our in-house therapy team. 

Placements are subject to a review within the initial 3-month period and normally held on 6 full weeks of education provision. 

	1. Unsuccessful referrals

	An audit trail will be maintained by the Referrals Coordinator of all unsuccessful referrals. Details of this log will include service user’s demographic details and reason for not admitting to our services. This will provide the Referral Coordinator with detailed information from the schools SLT as to why placement was not offered. 

Ultimately, our intention and moral imperative is to ensure that young people are placed in a provision that best meets their needs. 


	1. Parental Enquiries

	
Referrals and enquiries from parent/carers received by the referral coordinator will be processed by the referral coordinator and Assistant head. The administrator can advise upon the suitability of the school to the young person’s needs. 

If the school is thought to be suitable and the parent/carer wishes to visit the school, they will be invited to one of the school’s tours which occur every half term.

Admissions cannot be made as a direct result of these enquiries. 

If a parent/carer wishes to pursue an admission to the school, they should contact their Local Authority and request that they consult the school. This will then start the above detailed process.

A visit to the school does not mean that the school is offering or guaranteeing the young person a placement, or that they have availability in the required area/class.






	Contents Checklist (Local Services may add additional items – this is a core list)

	Roles and Responsibilities
	
	Arranging assessments
	

	Admissions Impact Risk Assessment (used as part of the Provider Assessment in Wales)
	
	Record keeping
	

	Risk Assessment
	
	Evaluating referrals
	

	Decision making and communication
	
	Information gathering
	

	Documentation completion, access and storage
	
	Monitoring and Review
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