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1. Policy statement
Swallow Grange is a proposed independent special school providing education for children aged 4 to 11 who have special educational needs and/or disabilities, including social, emotional and mental health needs, and an Education, Health and Care Plan.
The school aims to provide a safe, nurturing and ambitious learning environment in which pupils can:
· feel safe and understood;
· re-engage positively with education;
· develop secure and trusting relationships;
· access an appropriately adapted curriculum;
· improve their emotional regulation and wellbeing;
· make progress towards the outcomes in their Education, Health and Care Plan; and
· prepare successfully for the next stage of their education.
Admission decisions will be made fairly, lawfully and transparently. Decisions will be based on whether Swallow Grange can meet the individual child’s assessed needs safely and effectively and whether the proposed placement is compatible with the efficient education and wellbeing of other pupils.
The school will not refuse admission because of a protected characteristic or make decisions based on assumptions about a child’s diagnosis or disability.
Reasonable adjustments will be considered throughout the consultation, assessment, admission and transition process.
2. School designation
Swallow Grange is proposed to be registered as an independent special school for pupils:
· aged 4 to 11;
· with an Education, Health and Care Plan;
· who have special educational needs and/or disabilities;
· whose needs include social, emotional and mental health needs; and
· whose needs can be met within the school’s registration, staffing, curriculum, premises and therapeutic model.
The school’s proposed maximum capacity is 30 pupils.
The school will only admit pupils within its registered age range, capacity and approved special educational needs designation.
Before registration, no child will be admitted as a registered pupil of the proposed independent special school.
3. Legal and regulatory framework
This policy has been prepared with regard to:
· the Education Act 1996;
· the Education and Skills Act 2008;
· the Children and Families Act 2014;
· the Education (Independent School Standards) Regulations 2014;
· the Equality Act 2010;
· the Special Educational Needs and Disability Code of Practice: 0 to 25 years;
· the Human Rights Act 1998;
· the UK General Data Protection Regulation;
· the Data Protection Act 2018;
· relevant statutory safeguarding guidance; and
· current Department for Education guidance for independent and special schools.
Swallow Grange is an independent special school and is not a maintained mainstream school. The mainstream School Admissions Code and local-authority coordinated admissions arrangements do not directly determine admission to the school.
Admission is normally secured through consultation with a local authority in connection with a child’s Education, Health and Care Plan and an agreed commissioning and funding arrangement.


4. Equality and non-discrimination
The proprietor is responsible for ensuring that admissions arrangements comply with the Equality Act 2010.
The school will not unlawfully discriminate against a prospective pupil because of:
· disability;
· race;
· religion or belief;
· sex;
· sexual orientation;
· gender reassignment; or
· pregnancy or maternity.
Age is necessarily considered because the school is registered for a specified age range.
The school will not apply blanket admissions exclusions based solely on:
· a diagnosis;
· disability;
· an Education, Health and Care Plan;
· previous school exclusion;
· attendance history;
· behaviour history;
· care status;
· family circumstances;
· use of medication;
· need for reasonable adjustments; or
· previous placement breakdown.
All consultations will be considered individually.
The school will consider whether reasonable adjustments, auxiliary aids, additional training, changes to practice or environmental adaptations could enable a child’s needs to be met before reaching a final decision.
A reasonable adjustment cannot require the school to act outside its lawful registration, fundamentally alter the nature of its provision or accept a placement that it cannot deliver safely and appropriately.



5. Admissions responsibility
Admission decisions will be made jointly by:
· Aimee Steedman, Head of School; and
· Kay Herd, SENDCo.
They will act on behalf of the proprietor and in accordance with this policy.
The Head of School and SENDCo may obtain information and professional advice from:
· the proprietor;
· the Designated Safeguarding Lead;
· teaching staff;
· therapeutic staff;
· health professionals;
· social-care professionals;
· the child’s current or previous educational setting;
· the commissioning local authority;
· premises or health and safety leads; and
· other relevant specialists.
The final decision will remain with the school acting on behalf of the proprietor, subject to the statutory responsibilities of the local authority responsible for maintaining the child’s Education, Health and Care Plan.
No employee or external professional may promise or confirm a place before the formal consultation and decision-making process has been completed.
6. Admissions criteria
A child may be considered for admission where:
1. the child is, or will be at the proposed date of admission, aged between 4 and 11;
2. the child has a current Education, Health and Care Plan;
3. the child has special educational needs and/or disabilities, including social, emotional and mental health needs;
4. the school has received sufficient information to assess the proposed placement;
5. the child’s needs are within the school’s registered designation and can reasonably be met through its provision;
6. the school can deliver, or can reasonably arrange to deliver, the special educational provision specified in the Education, Health and Care Plan;
7. the child can access an appropriate curriculum at Swallow Grange;
8. the school can safeguard the child and other pupils;
9. any identified risks can be managed through reasonable and proportionate arrangements;
10. the placement is compatible with the efficient education, safety and wellbeing of other pupils;
11. there is a suitable place available within the school’s registered capacity;
12. appropriate staffing, specialist support and resources can be secured;
13. the premises are suitable or can be made suitable through reasonable adjustment;
14. an appropriate transition plan can be implemented; and
15. the responsible local authority has confirmed the commissioning, placement and funding arrangements in writing.
Meeting these criteria does not automatically guarantee a place. Each proposed placement will be assessed individually.
7. Referral and consultation routes
A consultation will normally be received from the local authority responsible for the child’s Education, Health and Care Plan.
The local authority will normally provide the school with the child’s relevant records and ask whether Swallow Grange can meet the child’s needs.
Parents and carers may contact the school to:
· request information;
· discuss the school’s provision;
· arrange an introductory visit where appropriate; or
· express an interest in Swallow Grange being considered.
However, parental contact or a visit does not constitute an offer of a place.
Parents who wish Swallow Grange to be considered should discuss this with the local authority responsible for the child’s Education, Health and Care Plan.
Where an informal enquiry is received directly from a parent, the school may provide general information but will require a formal local-authority consultation before determining whether a placement can be offered.
8. Information required for consultation
The school will normally require the following information before making a decision:
· the child’s current Education, Health and Care Plan, including all appendices;
· the most recent annual review documentation;
· proposed amendments to the plan, where applicable;
· educational psychology advice;
· speech and language therapy reports;
· occupational therapy reports;
· relevant health and medical information;
· social-care information, where relevant;
· current attainment and progress information;
· current provision maps and support plans;
· behaviour support plans;
· risk assessments;
· safeguarding information necessary to assess and plan the placement;
· attendance records;
· exclusion or suspension history;
· records of restrictive physical intervention, where relevant;
· information about communication needs;
· information about sensory, mobility, personal-care or accessibility needs;
· details of medication and healthcare arrangements;
· professional assessments and reports;
· the child’s views;
· the views of parents or carers;
· information from the current or previous setting;
· details of other agencies involved; and
· the proposed funding and commissioning arrangements.
The school may request additional information where the consultation documentation is incomplete, outdated or insufficient to support a safe and informed decision.
A lack of information will not automatically result in refusal. The school will first seek clarification or further evidence where reasonably possible.
9. Admissions and suitability assessment
Each consultation will involve an individual suitability assessment led jointly by the Head of School and SENDCo.
The assessment will consider:
9.1 The child’s needs
This includes:
· cognition and learning;
· communication and interaction;
· social, emotional and mental health;
· sensory and physical needs;
· health and medical needs;
· personal-care needs;
· communication methods;
· emotional regulation;
· attachment and relationship needs;
· safeguarding and vulnerability;
· independence skills; and
· any other individual need identified in the Education, Health and Care Plan or professional reports.
9.2 The provision required
The school will consider whether it can deliver:
· the special educational provision in Section F of the Education, Health and Care Plan;
· an appropriate curriculum;
· therapeutic or specialist input;
· communication support;
· sensory regulation support;
· pastoral and emotional support;
· behaviour support;
· personal-care arrangements;
· healthcare arrangements;
· staffing levels;
· staff expertise and training;
· assistive technology;
· reasonable adjustments; and
· access to the physical environment.
9.3 The proposed peer group
The school will consider:
· the child’s age and developmental profile;
· the needs and vulnerabilities of existing pupils;
· group dynamics;
· the impact of the proposed placement on other pupils;
· whether pupils can be grouped and educated appropriately;
· whether additional staffing or environmental arrangements would be required; and
· whether any identified risks can be reduced to an acceptable level.
The school will not refuse a placement merely because additional planning or reasonable adjustments are required.
9.4 Safety and safeguarding
The school will consider:
· risks to the child;
· risks to other pupils;
· risks to staff or visitors;
· known triggers;
· patterns of behaviour;
· exploitation or vulnerability concerns;
· absconding or missing risks;
· self-harm or mental-health risks;
· harmful sexual behaviour, where relevant;
· medical risks;
· fire and emergency evacuation needs; and
· whether appropriate controls and support can reasonably be put in place.
Risk will be assessed individually and proportionately. A history of behaviour that challenges will not, by itself, prevent admission.
9.5 The school environment
The assessment will consider:
· classroom and group arrangements;
· access to quiet and regulation spaces;
· physical accessibility;
· noise and sensory demands;
· outdoor access;
· toileting and personal-care facilities;
· medical arrangements;
· arrival and departure arrangements; and
· emergency evacuation.
9.6 Staffing and resources
The school will consider whether it has, or can reasonably secure:
· sufficient appropriately trained staff;
· suitable specialist expertise;
· required equipment;
· appropriate therapeutic support;
· appropriate facilities;
· necessary staff training; and
· sufficient funding to provide the specified provision.
10. Pupil and parent participation
The child and their parents or carers will be involved in the admissions process wherever reasonably possible.
Their participation may include:
· sharing their views and aspirations;
· identifying what has and has not worked previously;
· describing the child’s strengths, interests and needs;
· identifying communication preferences;
· discussing reasonable adjustments;
· visiting the school;
· meeting relevant staff;
· contributing to transition planning; and
· reviewing proposed support arrangements.
Information will be presented in a way that is accessible to the child and family.
The child’s views will be obtained in a manner appropriate to their age, understanding and communication needs.
The school will not assume that the views expressed by a parent automatically represent the child’s views.
11. Visits and observations
As part of the assessment, the school may arrange:
· a parent or carer visit to Swallow Grange;
· a child visit;
· a meeting with the child and family;
· a discussion with the current setting;
· an observation of the child in their current placement;
· a professional planning meeting; or
· a transition-planning meeting.
Visits and observations are intended to inform the assessment and support the child. They are not tests that a child must “pass”.
A visit does not constitute an offer of a place.
Where a visit is not possible or would cause the child significant distress, the school may use alternative sources of evidence.
The school will obtain appropriate consent before seeking or sharing information, unless there is another lawful basis or safeguarding requirement.



12. Consultation decision
Following the suitability assessment, the school will decide one of the following:
A. The school can meet the child’s needs
The school will confirm that it considers the placement suitable, subject to:
· registration status;
· availability of a place;
· confirmation of funding;
· agreement of commissioning arrangements;
· any required reasonable adjustments;
· completion of transition planning; and
· the local authority’s statutory decision regarding the Education, Health and Care Plan.
B. The school may be able to meet the child’s needs with further information or provision
The school may request:
· further professional reports;
· clarification or amendment of the Education, Health and Care Plan;
· confirmation of funding;
· additional staffing;
· specialist training;
· equipment or environmental adaptations;
· a multi-agency meeting;
· further assessment; or
· an agreed transition or risk-management plan.
The school will explain what information or arrangement is required before a final decision can be made.
C. The school cannot meet the child’s needs
Where the school concludes that it cannot meet the child’s needs, it will provide the consulting local authority with clear reasons.
Reasons may include that:
· the child falls outside the school’s registered age range or designation;
· the school has reached its registered capacity;
· the provision required is materially different from the school’s approved provision;
· the school cannot deliver essential provision specified in the Education, Health and Care Plan;
· necessary specialist or medical provision cannot reasonably be secured;
· the premises cannot safely or reasonably meet the child’s essential needs;
· the placement would be incompatible with the efficient education, safety or wellbeing of other pupils and no reasonable steps could remove that incompatibility;
· the school cannot safely manage identified risks despite consideration of reasonable adjustments and additional provision; or
· the required commissioning and funding arrangements have not been agreed.
A response will not rely on vague statements such as “the child is too complex” or “the school is not suitable”. The school will identify the relevant evidence and explain what adjustments or additional provision were considered.
13. Decision-making record
The school will maintain a written record of each formal consultation.
The record will include:
· the date received;
· the documents considered;
· information requested;
· people consulted;
· visits or observations undertaken;
· the child’s and parents’ views;
· identified needs;
· provision required;
· reasonable adjustments considered;
· safeguarding and risk considerations;
· staffing and resource implications;
· the effect on the existing pupil group;
· the decision reached;
· the reasons for the decision;
· conditions attached to a provisional decision;
· the date of the response; and
· the names of the decision-makers.
The decision record will be completed jointly by the Head of School and SENDCo.
Where they disagree, the proposed placement will be referred to the proprietor or nominated senior representative for review before a response is issued.

14. Timescales
The school will respond to local-authority consultations within the statutory or requested timescale wherever reasonably possible.
On receipt of a consultation, the school will:
1. record the date of receipt;
2. check whether the required information has been supplied;
3. acknowledge receipt where appropriate;
4. request missing information promptly;
5. complete the suitability assessment; and
6. issue a written response.
Where the school cannot respond fully within the requested timescale because essential information is missing, it will inform the local authority promptly and identify what is required.
The urgency of a proposed placement will not remove the need for a safe and sufficiently informed assessment.

15. Offers of places
A consultation response stating that Swallow Grange can meet a child’s needs does not, by itself, constitute a final offer or admission.
A place will only be treated as confirmed when:
· the school is lawfully registered to admit the child;
· the local authority has made the relevant statutory decision;
· the local authority and proprietor have confirmed the placement in writing;
· appropriate funding and contractual arrangements are agreed;
· a place remains available;
· any required staffing and resources are secured;
· transition planning is complete or sufficiently advanced; and
· the child’s start date is agreed in writing.
The written placement confirmation should identify:
· the agreed start date;
· the child’s attendance arrangements;
· the funding arrangements;
· transport responsibilities;
· provision or resources to be secured before admission;
· review arrangements; and
· the named contacts for the school and local authority.
No parent, school employee or external professional should withdraw a child from their existing placement solely because Swallow Grange has expressed a provisional view that it may be able to meet need.

16. Funding and commissioning
Most placements at Swallow Grange will be commissioned and funded by the local authority responsible for the child’s Education, Health and Care Plan.
Before admission, the proprietor must be satisfied that:
· the commissioning arrangement is clear;
· the agreed funding is sufficient to deliver the required provision;
· responsibilities for additional therapies, equipment and support are defined;
· invoicing and review arrangements are agreed;
· responsibility for transport is clear; and
· any additional individual support package is confirmed.
Funding considerations will not be used as a disguise for unlawful discrimination.
Where the provision required by the child has not been fully costed or agreed, the school may give an in-principle response while seeking clarification.
The child will not normally start until the necessary provision and funding arrangements are confirmed.

17. Transport
Transport to and from Swallow Grange is not automatically provided by the school.
Parents and carers should discuss home-to-school transport with the child’s local authority.
The school will cooperate with parents, carers, transport providers and the local authority to support safe arrangements.
The school may contribute information regarding:
· the child’s communication needs;
· travel-related risks;
· medical needs;
· sensory needs;
· escort arrangements;
· arrival and handover; and
· behaviour support during transport.
The school is not responsible for determining statutory transport eligibility.

18. Transition planning
Every admitted pupil will have an individual transition plan.
The plan will be proportionate to the child’s needs and may include:
· introductory visits;
· photographs or a visual guide;
· a social story;
· meetings with key adults;
· communication with the current setting;
· phased familiarisation;
· an agreed start date;
· a temporary reduced or adapted transition timetable where lawful and in the child’s interests;
· transport familiarisation;
· preparation of the classroom environment;
· staff training;
· preparation of communication systems;
· reasonable adjustments;
· medical and medication arrangements;
· safeguarding planning;
· behaviour and regulation planning;
· a risk assessment;
· a Personal Emergency Evacuation Plan;
· transfer of records;
· baseline assessment; and
· an early placement review.
Transition arrangements must not be used to delay admission unnecessarily.
Any temporary adaptation to attendance must:
· be based on the child’s individual needs;
· be agreed with the local authority and parents;
· have a clear purpose;
· be regularly reviewed;
· have a planned end date; and
· provide suitable education throughout.

19. Information required before admission
Before the child starts, the school must receive, where applicable:
· final Education, Health and Care Plan;
· written placement confirmation;
· parent and emergency contact details;
· parental responsibility information;
· court orders or legal restrictions;
· current safeguarding information;
· child-protection records transferred securely;
· looked-after child or previously looked-after child information;
· social-worker details;
· medical and healthcare plans;
· medication and consent documentation;
· allergy information;
· dietary information;
· risk assessments;
· positive behaviour support plans;
· communication plans;
· therapy plans;
· previous educational records;
· attendance information;
· current attainment information;
· transport arrangements;
· consent forms;
· reasonable-adjustment information; and
· any other information necessary to safeguard and educate the child.
Safeguarding information will be transferred securely and separately from general educational records.
Admission will not be delayed solely because a non-essential administrative document is outstanding, provided the school has sufficient information to safeguard the child and meet their needs.

20. Registration and attendance
Once the placement is confirmed and the pupil begins attending, the school will place the pupil on its admission register in accordance with the applicable legal requirements.
The school will maintain:
· an admission register;
· an attendance register;
· accurate contact information;
· records of the child’s start date;
· information about the child’s local authority;
· information about the child’s previous setting; and
· records of any deletion from the school roll.
A child will not be entered on the independent school’s admission register before the school is registered or before the child has formally become a pupil of the school.

21. Baseline assessment and initial review
Following admission, the school will undertake proportionate baseline assessment.
This may include:
· academic attainment;
· reading, writing and mathematics;
· communication;
· social and emotional development;
· sensory needs;
· independence;
· attendance;
· relationships and engagement;
· behaviour and emotional regulation;
· physical and medical needs; and
· progress towards Education, Health and Care Plan outcomes.
The school will normally hold an initial placement review within six school weeks of admission.
The review will consider:
· how the pupil has settled;
· whether the provision is appropriate;
· whether the agreed support is in place;
· whether risks have changed;
· whether further adjustments are needed;
· whether staffing or resources require review;
· the views of the pupil;
· the views of parents or carers; and
· any action required from the local authority or another agency.
An initial placement review does not replace the statutory annual review of the Education, Health and Care Plan.

22. Emergency or urgent placements
Swallow Grange does not normally accept an unplanned emergency placement without sufficient assessment.
Where a local authority requests an urgent placement, the school will still require enough information to determine:
· whether the placement is within the school’s registration;
· whether the child can be safeguarded;
· whether other pupils can be safeguarded;
· whether essential provision can be delivered;
· what immediate staffing and resources are required;
· whether the premises are suitable;
· what transition arrangements are possible; and
· whether funding and commissioning arrangements are agreed.
Urgency will not justify admitting a pupil where the school cannot safely meet their needs.
Where an urgent placement is accepted, the school will document:
· why the placement is urgent;
· information available and outstanding;
· interim controls;
· responsible persons;
· review dates; and
· action required to complete the assessment.




23. Looked-after and previously looked-after children
Where a child is looked after by a local authority, the school will work with:
· the child’s social worker;
· the virtual school head;
· the local authority SEND team;
· the child’s parents or carers, where appropriate;
· the current setting; and
· other relevant professionals.
The school will consider the child’s:
· Education, Health and Care Plan;
· Personal Education Plan;
· care plan;
· placement arrangements;
· safeguarding needs;
· attachment and trauma-related needs;
· contact arrangements;
· transport;
· delegated authority; and
· transition needs.
Looked-after status will not be used as a reason to refuse admission.

24. Children with medical conditions
A medical condition will not, by itself, prevent admission.
The school will assess:
· the child’s healthcare plan;
· staff training requirements;
· medication arrangements;
· emergency procedures;
· equipment;
· personal-care needs;
· environmental requirements;
· professional support; and
· reasonable adjustments.
Where specialist provision is required, admission may be dependent on that provision being commissioned, funded and available before the child starts.

25. Safeguarding information
Admissions decisions must be informed by sufficient safeguarding information to enable safe planning.
Safeguarding information will not automatically prevent admission.
The school will assess:
· the child’s vulnerability;
· risks posed to the child;
· risks the child may present to others;
· exploitation concerns;
· missing or absconding risks;
· harmful sexual behaviour;
· self-harm or suicide risk;
· known triggers;
· online safety;
· family or contextual safeguarding factors; and
· protective factors.
Safeguarding information will be handled confidentially and only shared with people who need it for legitimate safeguarding, admissions or planning purposes.
Where consultation information indicates an immediate safeguarding concern, this will be referred to the Designated Safeguarding Lead without delay.

26. Behaviour and previous exclusions
A previous suspension, permanent exclusion, placement breakdown or history of behaviour that challenges will not automatically prevent admission.
The school will seek to understand:
· the function and context of the behaviour;
· unmet needs;
· environmental triggers;
· communication needs;
· previous support and adjustments;
· successful strategies;
· frequency and severity;
· impact on the child and others;
· professional recommendations; and
· whether Swallow Grange’s approach is likely to reduce barriers.
The school will assess whether a safe and suitable support plan can reasonably be established.
The school will not describe behaviour as a reason for refusal without explaining:
· the specific identified risk or barrier;
· the evidence considered;
· reasonable adjustments considered;
· additional provision considered; and
· why those steps would not make the placement suitable.

27. Oversubscription and availability
Swallow Grange will not admit more pupils than its registered maximum capacity.
Where more suitable consultations are received than there are places available, the school will consider:
· whether a physical place is available;
· whether an appropriate teaching group is available;
· compatibility with the existing pupil group;
· the child’s needs and vulnerabilities;
· urgency and risk of educational breakdown;
· the proposed start date;
· whether necessary staffing and resources are available;
· whether funding is confirmed; and
· the order in which complete consultations were received.
The school will not use protected characteristics as oversubscription criteria.
The school does not operate a guaranteed waiting list. Where appropriate, it may record that a child could be reconsidered if a suitable place becomes available.
A future vacancy will require the information to be reviewed because the child’s needs and circumstances may have changed.

28. Refusal of admission
Where Swallow Grange concludes that it cannot offer a placement, its written consultation response will:
· state the decision clearly;
· explain the principal reasons;
· identify the evidence considered;
· identify any missing information;
· explain relevant reasonable adjustments considered;
· describe any material incompatibility;
· identify whether the decision relates to registration, capacity, provision, safety, resources or another relevant factor; and
· provide a named contact for clarification.
The response will be sent to the consulting local authority.
Parents should direct any disagreement about the local authority’s decision concerning the school named in the Education, Health and Care Plan through the local authority’s SEND process, mediation arrangements or First-tier Tribunal rights, as applicable.
The school cannot determine a parent’s statutory appeal rights on behalf of the local authority.

29. Complaints about the school’s process
A parent or carer who believes that Swallow Grange:
· failed to follow this policy;
· considered inaccurate information;
· acted unfairly;
· discriminated unlawfully; or
· failed to consider reasonable adjustments,
may raise the matter under the school’s Complaints Policy and Procedure.
The complaints procedure cannot compel a local authority to commission or name Swallow Grange in an Education, Health and Care Plan.
A complaint about the local authority’s consultation, funding or Education, Health and Care Plan decision should be directed to the local authority.
Nothing in this section removes any right to seek mediation, appeal to the First-tier Tribunal or pursue a claim under the Equality Act 2010 where such a right applies.
30. Data protection and confidentiality
Admissions information will be processed in accordance with data-protection law and the school’s Data Protection Policy.
Information will be:
· obtained for legitimate admissions, education and safeguarding purposes;
· limited to what is relevant and necessary;
· kept accurate and secure;
· shared only with authorised people or bodies;
· retained in accordance with the school’s records-retention schedule; and
· disposed of securely when no longer required.
Sensitive and safeguarding information will receive additional protection.
The school may share information without consent where:
· required by law;
· necessary to safeguard a child;
· necessary to protect vital interests;
· required by a court or statutory body; or
· another lawful basis applies.
Information relating to an unsuccessful consultation will be retained only for an appropriate period in accordance with the school’s retention schedule.
31. Monitoring admissions decisions
The Head of School and SENDCo will maintain an admissions and consultation record showing:
· consultations received;
· age and local authority;
· date received;
· completeness of documentation;
· assessment activity;
· decision;
· reason for the decision;
· reasonable adjustments considered;
· date of response;
· placement outcome; and
· any issues requiring proprietor oversight.
The proprietor will receive anonymised admissions information at least termly, including:
· number of consultations;
· number considered suitable;
· number considered unsuitable;
· reasons for decisions;
· response times;
· equality considerations;
· capacity;
· staffing or resource implications;
· complaints; and
· recurring barriers.
Monitoring will be used to identify:
· potentially inconsistent decision-making;
· repeated reliance on broad or unclear refusal reasons;
· unmet training needs;
· premises or accessibility issues;
· gaps in the school’s provision;
· resource requirements; and
· possible equality concerns.
Because the school has a small cohort, individual decisions will be reviewed as well as numerical patterns.
32. Proprietor oversight
The proprietor retains overall responsibility for ensuring that:
· the policy is lawful and implemented consistently;
· admission decisions are made by appropriately skilled people;
· decisions remain within the school’s registration;
· equality and reasonable-adjustment duties are observed;
· capacity is not exceeded;
· pupils’ wellbeing is actively promoted;
· consultation records are complete;
· staffing and resources are appropriate;
· identified admissions risks are addressed;
· decision-making is monitored; and
· the policy is reviewed regularly.
The proprietor may review any proposed decision where:
· the Head of School and SENDCo disagree;
· the decision presents significant legal, financial or reputational risk;
· substantial premises adaptations are required;
· significant additional funding is needed;
· an equality concern has been raised;
· there may be a conflict of interest; or
· the proposed placement would have a significant effect on the school.
The proprietor’s involvement will not replace the individual professional assessment undertaken by the Head of School and SENDCo.
33. Conflicts of interest
Anyone involved in an admissions decision must disclose any personal, professional or financial interest relating to:
· the child;
· the child’s family;
· the referring authority;
· an involved professional; or
· the proposed funding arrangement.
Where a conflict could reasonably affect impartiality, the person will not make the decision alone and an alternative suitably qualified person will be appointed.
The conflict and the action taken will be recorded.
34. Review of this policy
This policy will be reviewed:
· at least annually;
· before the proposed school opens;
· following registration;
· following a change to the school’s registered details;
· following relevant legislative or regulatory changes;
· where an inspection or audit identifies a concern;
· following a complaint about admissions;
· where monitoring identifies inconsistent decisions; or
· following a significant change to the school’s provision.
The policy and substantive amendments must be approved by the proprietor.


Appendix 1 — Admissions consultation checklist
Child and referral details
Child’s name:
Date of birth:
Current age:
Current setting:
Home local authority:
Consulting local authority:
Date consultation received:
Proposed start date:
Local-authority contact:
Parent or carer details:
Registration criteria
	Criterion
	Yes/No
	Notes

	Child will be aged 4–11 at admission
	
	

	Current EHCP received
	
	

	Needs are within registered designation
	
	

	Place available within capacity
	
	

	Proposed start date is possible
	
	


Documentation received
	Document
	Received
	Current/complete
	Action

	EHCP and appendices
	
	
	

	Latest annual review
	
	
	

	Educational psychology report
	
	
	

	Speech and language report
	
	
	

	Occupational therapy report
	
	
	

	Medical information
	
	
	

	Social-care information
	
	
	

	Safeguarding information
	
	
	

	Current attainment
	
	
	

	Attendance information
	
	
	

	Behaviour support plan
	
	
	

	Risk assessments
	
	
	

	Restrictive intervention records
	
	
	

	Pupil views
	
	
	

	Parent views
	
	
	

	Current setting report
	
	
	

	Funding information
	
	
	


Suitability assessment
	Area
	Needs/barriers
	Provision required
	Can school provide?
	Action

	Cognition and learning
	
	
	
	

	Communication and interaction
	
	
	
	

	SEMH
	
	
	
	

	Sensory and physical
	
	
	
	

	Medical/personal care
	
	
	
	

	Safeguarding
	
	
	
	

	Curriculum
	
	
	
	

	Staffing
	
	
	
	

	Therapies
	
	
	
	

	Environment
	
	
	
	

	Transport/arrival
	
	
	
	

	Transition
	
	
	
	


Reasonable adjustments considered
	Barrier
	Proposed adjustment
	Reasonable and deliverable?
	Resources/action

	
	
	
	

	
	
	
	

	
	
	
	


Effect on existing pupils
Proposed teaching group:
Compatibility considerations:
Risks identified:
Controls or adjustments:
Can efficient education, safety and wellbeing be maintained?

Decision
· School can meet need.
· School may be able to meet need subject to further information or provision.
· School cannot meet need.
Conditions or further information required:
Reasons and evidence:
Head of School: Aimee Steedman
Signature:
Date:
SENDCo: Kay Herd
Signature:
Date:

Appendix 2 — Admissions decision record
Child:
Consulting authority:
Consultation date:
Decision date:
Information considered
Child and parent participation
School visits or observations
Provision specified in Section F
Provision Swallow Grange can deliver
Additional provision or funding required
Reasonable adjustments considered
Safeguarding and risk assessment
Compatibility with existing pupils
Final decision and reasons
Conditions attached to decision
Proprietor review required?
· No
· Yes
Reason for proprietor review:
Completed jointly by:
Aimee Steedman, Head of School
Signature:
Date:
Kay Herd, SENDCo
Signature:
Date:

Appendix 3 — Pre-admission checklist
Before confirming a start date, check that:
· Swallow Grange is registered to admit the pupil.
· The pupil falls within the registered age range.
· The pupil’s needs fall within the registered designation.
· A place is available within capacity.
· The final EHCP has been received.
· The placement has been confirmed in writing.
· Funding arrangements have been agreed.
· Additional support funding has been confirmed.
· Transport arrangements are clear.
· Safeguarding records have been requested.
· Medical information has been received.
· Medication arrangements are ready.
· Risk assessments are complete.
· Reasonable adjustments are in place.
· Staffing arrangements are in place.
· Staff training has been completed or scheduled.
· Equipment and resources are available.
· The pupil’s teaching group is confirmed.
· A key adult is identified.
· Transition visits are arranged.
· Parent and pupil information has been provided.
· Emergency contacts have been obtained.
· Consent documentation has been completed.
· The start date has been agreed in writing.
· An initial placement review date has been set.
Appendix 4 — Consultation response template
Private and confidential
Child: [name]
Date of birth: [date]
Local authority: [name]
Consultation received: [date]
Response date: [date]
Dear [name],
Thank you for consulting Swallow Grange regarding the proposed placement of the above child.
The consultation has been considered jointly by Aimee Steedman, Head of School, and Kay Herd, SENDCo.
We considered:
· the Education, Health and Care Plan;
· associated professional reports;
· information from the current setting;
· the child’s and family’s views, where available;
· the provision required;
· reasonable adjustments;
· safeguarding and risk information;
· staffing and resources;
· the physical environment;
· the proposed peer group; and
· the school’s registration and capacity.
Decision
· Swallow Grange considers that it can meet the child’s needs.
· Swallow Grange may be able to meet the child’s needs subject to the matters below.
· Swallow Grange does not consider that it can meet the child’s needs.
Reasons
Further information or arrangements required
Reasonable adjustments considered
Funding or commissioning requirements
This response does not constitute a final offer of a place. A placement is confirmed only when the statutory, commissioning, funding, resource and transition arrangements have been agreed in writing and a start date has been confirmed.
Yours sincerely,
Aimee Steedman
Head of School
Kay Herd
SENDCo
1st July 2026
Next Review Date: 1st July 2027
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