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1         Aim

The aim of this policy is to clearly explain how students are admitted into Lodge Farm. This will include the route from initial referral through to a student starting their place with us. 

1.1
The referral process

Students are referred to Lodge Farm from a range of Local Authorities where it is felt mainstream and in some circumstances other special school provision (in or out of county) cannot meet need the needs of the student.

The Head Teacher is sent consultation documentation for each student. The Senior Leadership Team examine the documentation to assess if Lodge Farm can provide a therapeutic, learning environment which can meet the student’s needs. If a place can be offered, the parents/carers and student are invited to come to Lodge Farm for a visit and a meeting. During this initial meeting, a ‘Getting to Know You’ document will aim to be completed. This will allow Lodge Farm to gain a deeper insight into the needs around the child in preparation to create a bespoke therapeutic educational placement. All visits take place during the day, allowing for parents/carers, the student and any other accompanying support or professionals to be able to have a full experience of the learning environment. 

Should Lodge Farm wish to continue with considering a place for the referral student, the student will be offered the opportunity to attend a ‘Taster Day’. This will be arranged in agreement with parents/carers and if applicable, current provision. During this day, the referral student will follow a ‘Taster Day’ timetable. This will be sent out to the parent / referral student prior to the day to allow the student to process what the day will include. The aim of this is to alleviate any heightened anxiety. During the ‘Taster Day’, the student will take part in a variety of lessons, including English and Maths, to gain a more in depth knowledge of the student’s potential. 

When considering if a placement can be offered, the Senior Leadership Team will consider the following: 

· the complexity and needs of the current students at the Farm
· the capacity and availability 

· the appropriateness of the Farm 

· the known behaviours of the student and how Lodge Farm can support self-regulation of these
· the location that the student will be travelling from (i.e. looking at the total travelling time per day the student may undertake)
· the age of the child and whether the student’s needs can be met by Lodge Farm.
All decisions are made in collaboration with all stakeholders and take into consideration not only the needs of the referred student but the needs of all other students within Lodge Farm. 

2
Registers and Student Registration Regulations 

Once the Local Authority have agreed to place a student at Lodge Farm, the Senior Leadership Team will authorise that the student is entered into the Farm’s Admissions Register. The Farm Admissions Register stores valuable information about each student. 

Lodge Farm maintains electronic records of the following student details as a minimum:

· Full name 

· Gender

· The name and address of every known parent and an indication of the parent(s) with whom the child normally resides 

· Emergency contact details of the parent/carer with whom the student normally resides 

· Day, month and year of birth 

· Day, month and year of admission (or re-admission) to the Farm (This is the day that the Local Authority agree to place the student at Lodge Farm) 

· Name and address of the provision last attended, if any 

· Details of any external stakeholders involved with the well-being of the student. For example, social worker, CAHMS worker 

· Whether the child is eligible for free school meals
· Any known dietary/medical information 

· Any known diagnosis SEN or medical
· EHCP
3
Students with multiple addresses, or whose address will change 

If a parent tells the Farm that the student will live with a parent at another address in the future (either as well as, or instead of, the student's current address), where reasonably practical to obtain the register must include: 

· The full name of the parent with whom the student will normally live 

· The student's new address 

· The dates from which it is expected the student will live there 

4
Dual-registered students, or students moving to another provision 

If a parent/carer tells the Farm that the student is also registered at another provision, or will be attending another provision in the future, the register, where reasonably practical to obtain, must include: 

· The other provision's name 

· The first date on which the student attended or is due to attend that provision 

5
Removing a student from the Admissions Register 

In liaison with the Local Authority the Senior Leadership Team will authorise the deletion of a student, of school age, from the Admissions Register if they: 

· Registered at Lodge Farm because of a school attendance order and another school is substituted for it, or the attendance order is revoked by the local authority (LA) because arrangements have been made for the student to receive full-time education otherwise. 

· Registered as a student at another provision, except where it has been agreed by the Senior Leadership Team that the student should be registered at more than one provision.

· Registered at more than one provision and has ceased to attend Lodge Farm, and the proprietor of any other provision at which he/she is registered has given consent to the deletion. 

· Have ceased to attend Lodge Farm and the Senior Leadership Team has received written notification from the parent that the student is receiving education otherwise.

· Has ceased to attend Lodge Farm and no longer resides at a place which is a reasonable distance from the provision at which he/she is registered.

· Has been granted leave of absence and: 

· Has failed to attend Lodge Farm within the 10 school days immediately following the end of the leave of absence period; and 

· The Senior Leadership Team doesn't have reasonable grounds to believe that the student is unable to attend the provision by reason of sickness or any unavoidable cause; and 

· Both the Senior Leadership Team and the LA have failed, after reasonable enquiry, to ascertain where the student is. 

· Certified by a medical officer as unlikely to be in a fit state of health to attend the Farm before ceasing to be of compulsory school age, and neither the student nor his/her parent has indicated to Lodge Farm the intention to continue to attend the Farm after ceasing to be of compulsory school age. 

· Continuously absent from Lodge Farm for a period of 20 school days and: 

· At no time was his/her absence during that period authorised by the Senior Leadership Team; and 

· The Senior Leadership Team doesn't have reasonable grounds to believe that the student is unable to attend Lodge Farm by reason of sickness or any unavoidable cause; and 

· Both the Senior Leadership Team and the LA have failed, after reasonable enquiry, to ascertain where the student is. 

· Detained as a result of a final court order or order of recall for 4 months and the Senior Leadership Team doesn't have reasonable grounds to believe that the student will return at the end of that period 
· Have died 

· Will cease to be of compulsory school age before Lodge Farm next meets and the relevant person has indicated that he/she will cease to attend

· Have ceased to be a student of Lodge Farm 

· Have been permanently excluded from Lodge Farm. 

If the Local Authority refuses to give permission to delete a student from the Admissions Register, then direction of the Secretary of State must be sought. 

Transfer of student Data 

Lodge Farm will adhere to the GDPR May 2018 guidance to ensure that the correct protocols are being followed. All relevant files must be delivered using a safe and secure method, and signed copies of transition must be obtained from the new placement that is receiving the student. The data must be transferred as early as it is practicable to do so, although full handover must be completed within 15 days of the students’ transition. 

PAGE  
2

