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	1. Responsibilities

	The Headteacher (HT) is the main point of contact for referrals to the school. On receipt of consultation documents, the HT is responsible for scrutinising the information provided, discussing this with the DHT and SENCO before deciding if an Expression of Interest is to be issued to the referring Local Authority. When an EOI is issued, the Local Authority is invited to proceed with organising an Assessment Visit/s.
The school is responsible for ensuring that a high-quality offer is available for each YP who is admitted and, to this end, will sometimes invite the YP for additional assessment visits to gain further insight into presentation of needs in our environment. 
Local Authority colleagues are responsible for providing up to date information about the YP.

	1. Admissions criteria

	· Consultations are received from commissioning Local Authorities
· Students admitted to Aspris Telford have an EHCP (IDP for Wales) in place and the latest draft of the EHCP is made available for consultation.
· The primary modality for our cohort is SEMH but we consult on placement for students with a range of needs.
· A thorough assessment process is completed before a Formal Offer is made and placement confirmed.
· The Formal Offer fee including any individualised specialist provision is agreed with the Local Authority and formalised in an IPA before placement can commence.

	1. Admissions Impact Risk Assessment

	As part of the consultation and assessment process, the HT, DHT and SENCO will consider the categories included on Form 13A to support a decision related to potential impact on the existing cohort. 

	1. Risk Assessment

	Any existing Risk Assessment in place for the young person at their current school or other prior placement will be requested and considered during the consultation period. 
The school’s capacity to mitigate risk for the YP will be carefully considered before making a formal offer of placement. 
An Aspris Risk Assessment will be completed within two weeks of admission to the school. 

	1. Admissions information

	To support successful admission, it is crucial that the information provided prior to a formal offer and admission is detailed, accurate and up to date. If the documentation provided is deemed by the HT, DHT or SENCO to be out of date or missing key assessment and/or other information, the school will request further details via email and/or during telephone conversations with parent/carer, case worker or social worker.
Form 11B (Admissions Information Disclaimer) is sent to the placing authority representative on admission. 

	1. Documentation completion, access and storage

	Key student details are recorded on our MIS, Engage.
Electronic referrals folder and files

	1. Health arrangements

	A full medical history, including vaccination history and details of current General Practitioner (GP) are required before or at the time of admission. If this is not available, admission may be delayed until this information is available to ensure the safety and wellbeing of the child/young person.
Where a child or young person has a specific medical condition for which colleagues will require additional training, skills, and knowledge to safely care for the child or young person, this training must be completed prior to the admission taking place. 

	1. Legal arrangements

	An IPA must be drawn up and signed by both parties before agreeing a date of admission.

	1. Welcome and familiarisation processes

	During the Assessment Visit(s), depending on the needs and presentation of the YP, the school aims to introduce the YP to different aspects of the school experience – meeting with the Headteacher, Deputy and SENCO for Q&A, playing a game or joining a trial session with peers. 
Information sharing with staff.

	1. Monitoring arrangements

	First 12 weeks
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